Scope and Sequence

Conversation

1 Get That ]Ob! Talking about an interview.

2 Introduce Yourself!

Talking about the company
structure.

3 know the Company!

4 Leave a Message! Taking a message.

5 Wear It Well! Asking for fashion advice.

6 Take That Order!

ealing with customer
complaint.

Talking about an inspiring
figure.

| L [Video Scripts

Talking about the first tasks.

Talking about presentations.

Listening

An unsuccessful interview.

Getting to know a co-worker.

Short Talk

Sharing responsibilities.

An honest mistake.
Short Talk

Dress codes at worlk

Short Tall)
Importing products.

Short Talk

Dealing with stress.

Short Talk

Building a successful
business.

Reading

Job Interview Dos
and Don'ts

Business Cards 101

Case Study 1
Valve—

The Company
without Hierarchy

Lennox Systems—
Employee Handbook

Case Study 2
Unique Dress Codes

Reading and Using
Charts

Steps to Handling
Complaints

Case Study 3

Mark Zuckerberg—
Making Us More
Connected

Writing

Applying for a job.

Writing email
introductions.

Writing miss o
statements.

Fequesting
and providing
informationiin
emails.

Comparing and
contrasting of dress
codes.

Writing about charts.

Responding to an
email complaint.

Writing an
autobiography.

Language Use

Imperatives

Possessive adjectives

The simple future

Prepositions of time

Definite and
indefinite articles

The past simple
tense

Adverbs of manner

The present simple

Video

Tammy's
Job Interview

Learning about
Co-workers

The Perfect Slogan

Scheduling
a Meeting

Tammy’s New Skirt

Making
the First Sale

Saving the Day

The Key to Success
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