Workplace English Syllabus
April 2022

Instructor Information

Instructor Email Day and Time

Sujak, Zeco zekesujak@gmail.com Monday / Thursday 0930 — 1220
Caroline, C. Latham

General Information

Description

e This course will revolve around a business mindset which will prepare students to effectively
work/live in an English-speaking environment. The focus of this class will be English
conversation, activities, games, and worksheets. Tools for this class will be your voice, sense of
humor, and an open mind.

Expectations and Goals Rules and Behavior
e To improve English language proficiency e Respect everyone
e Enact a business mindset e No cell phones during class
e Build confidence and prepare for future success e English language in class only

Course Materials

Required Materials

e Note taking material
e Personal Computers

Grading
A =100-90% B =89 -80% C=79-70% D =69 -60% F =<59%

Grading Evaluation
e Attendance = 50%
e Participation = 50%
> This is an Oral Communication course, you must physically be in attendance and participate in
order to pass!

Required Text Exam Schedule

e No text is required for this course e No tests or exams for this course

e Handouts will be provided by the instructor
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Course Schedule

Week Topic Lecture Exercises
Week 1 Introductions / Syllabus Discussion Games / Worksheets
Week 2 Let’s talk about Base Discussion Games / Worksheets
Week 3 Oral Communication Discussion Games / Worksheets
Week 4 Fast food Discussion Games / Worksheets
Week 5 Customer Service Discussion Games / Worksheets
Week 6 Body Language Discussion Games / Worksheets
Week 7 The 5 W’s + H Discussion Games / Worksheets
Week 8 My Dream Job Discussion Games / Worksheets
Week 9 Research Tips Discussion Games / Worksheets
Week 10 Giving Compliments Discussion Games / Worksheets
Week 11 Making Decisions Discussion Games / Worksheets
Week 12 Leadership Discussion Games / Worksheets
Week 13 Ethics Discussion Games / Worksheets
Week 14 Work stress Discussion Games / Worksheets
Week 15 Okinawan Culture Discussion Games / Worksheets
Week 16 American Culture Discussion Games / Worksheets
Week 17 Work Culture Discussion Games / Worksheets
Week 18 TBD Discussion Games / Worksheets
Week 19 TBD Discussion Games / Worksheets

Additional Information and Resources

A ZERO TOLERANCE POLICY FOR SKIPPING CLASS WITHOUT PROPER DOCUMENTATION
WILL RESULT IN AN AUTOMATIC GRADE OF F.

BE PROFESSIONAL AT ALL TIMES IN AND OUT THE CLASSROOM!!!
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