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	Утверждаю:

Директор АНО ДПО «Учебный центр «СТЕК»

С.С. Суханов


Программа спецкурса

«Business English 3»

(120 академических часов)

Тема 1. Describing jobs
Business communication: job titles, describing jobs and company departments
Grammar: Present Simple and Present Continuous
Тема 2. Online communication
Business communication: talking about digital media, difference between language for letters and emails, writing emails in formal and informal style
Grammar: Time expressions, position of time phrases
Тема 3. Company growth
Business communication: talking about history of a company, discussing business ideas, describing changes
Grammar: Past Simple and Past Continuous, regular and irregular verbs and spelling of past simple forms
Тема 4. Products production
Business communication: describing objects, component parts, dimensions, problems with equipment, talking about production processes and outsourcing, advantages and disadvantages, writing an internal email
Grammar: Present Passive
Тема 5. Delivery and distribution
Business communication:talking about distribution methods, discussing selling overseas, making and enquiring after orders
Grammar: Modal verbs of obligation
Тема 6. Marketing and advertising
Business communication: talking about advertising methods, branding, writing a promotional letter
Grammar: Words to describe causes and effects
Тема 7. Working holidays
Business communication: discussing ways of making decisions, talking about work outside the office, staff holiday policies
Grammar: Future forms, Present continuous for future arrangements
Тема 8. Planning a sales event
Business communication: discussing possible venues for a conference, finding out about conference facilities, writing an email confirming a booking
Grammar: Comparatives and superlatives
Тема 9. A career change
Business communication: discussing reasons for changing job, talking about work problems
Grammar: Present perfect, Present perfect and past simple
Тема 10. Corporate gift-giving
Business communication: discussing and deciding on suitable gifts, talking about promotional items, writing a thank you letter
Grammar: Countable and uncountable nouns, articles
Тема 11. Team building events
Business communication: designing a team-building event, preparing and giving a promotional speech, writing an email requesting information
Grammar: Expressions of quantity, word building – suffixes
Тема 12. Describing figures and trends

Business communication: interpreting bar charts, talking about trends, reporting figures
Grammar: Adjectives and adverbs
Тема 13. Company finances and investments

Business communication: discussing company information, talking about shares and the stock market, sources of finance for companies
Grammar: Pronouns and reference words, relative clauses
Тема 14. Recruitment and hiring process

Business communication: discussing criteria for selecting candidate, talking about qualities needed in candidates for a job vacancy, writing an email to a recruitment agency, writing a CV 
Grammar: First and Second Conditionals
Тема 15. Staff development and employee productivity
Business communication: talking about staff training and staff appraisals, discussing factors affecting stuff productivity, and how to improve it, discussing ways of giving feedback, writing a business report
Grammar: Infinitive's Gerund
Предварительная подготовка:
уровень владения английским языком – Intermediate.


