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1 A Dictionary is Useful 4
* Findingand spelling words

* Pronunciation

* Word Meaning

* Words and phrases relating to the main word
» Grammar and Part of Speech

» Using Words

* Choosing the Right Words and Vocabulary building

2 Profile of a Workplace 4
+ Company’s Name and Address
* What is the company’s business?

* Location of headquarters and number of employees

* Products and Services of Company
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Reading Organization Chart
* Describing Company’s Organization Structure Chart
* Horizontal Organization Chart and Vertical Organization Chart
* Departments, Divisions and Sections in Corporation

+ High-level Executive Positions and Operation Positions

Reading Classified Sections in Daily Newspapers
* Vocabularies and Phrases in Classified Advertisements
+ Job Positions and Job Details in Job Classified Advertisements
* Products for Sales in Classified Advertisements

» Business Services in Classified. Advertisements

Reading Manuals
* Describing the Details of the Manuals
* Vocabularies, Phrases and Sentence Patterns in Manuals
* How to read the Manuals

* “Understanding the Illustrations in the Manuals

Signs and Meanings
* Describing the Details of Signs
+ Different kinds of Signs
* Vocabularies, Phrases and Sentence Patterns in Signs

» Understanding the Illustrations in the Signs
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