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Academic Program Description Form ‘

University Name: Al-Furat Al-Awsat Technical University

Faculty/Institute: Karbala Technical

Scientific Department: Department of Office Management Technologies
Academic or Professional Program Name: Diploma

Final Certificate Name: Diploma in office administration

Academic System: annual

Description Preparation Date: 11\3\2024

File Completion Date: 11\3\2024

——

Signature: \ 3¢ - Signature:

Head of Department Name:Ass Scientific Associate IName:

Prof . Ali Abdul Hussein Jabr B
Ass. Prof. Dr. Layth Hasan Jawad

Date:

Date: 2 & 3. el

The file is checked by: \/en % |

i
| Department of Quality Assurance and University Performance =gt |
Director of the Quality Assurance and University Performance Department: Ali .
Nima Hassan
Date:
Signature:
e Q[ {/‘ /k& DA v
2 &~%Y—2o
Approval of the Dean
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Course Description Form

. Course Name : SPECIALIST READINGS IN ENGLISH

. Course Code:

. Semester / Year: First and Second

. Description Preparation Date: 14/2/2024

. Available Attendance Forms: Actual attendance

. Number of Credit Hours (Total) / Number of Units (Total)
120 hour/annually - 240 units

. Course administrator's name (mention all, if more than one name)

Name: Hassan Hadi Khawo

Email: hassanhadi87@atu.edu.iq

8. Course Objectives

Course Objectives The general Target : Introduce Student to
the English terminology in the field of the
study plan of the department, as well as,
enable them to understand the Vocabulary
used in different fields.

The Specific Target : Enable the Student to

read the topics related to his competence and

provide an opportunity to connect with what




posed by foreign English books, magazines
and research in the field of his competence.

9. Teaching and Learning Strategies

Strategy

A set of activities or mechanisms that aim to achieve the previously specified

teaching objectives, including:

1- Providing students with knowledge concepts related to the office

management specialization

2- Providing students with administrative skills specific to the labor market

3- Providing students with the basic terminology in the English language

specializing in management, with which graduates of this department can

continue their studies in universities and postgraduate studies.

10. Course Structure

Week

Hours

Required
Learning
Outcomes

Unit or subject name

Learning
method

Evaluation
method

Cognitive outcomes

Introduce English Vocabulary related
to the main topics competence in the
department of office Management:
Management office, Management

, Time Management, the culture of
archive, correspondence, Information
Technology and Orgenazations

Ceremony , and Shorthand.

Lecture

Ask

guestions

Cognitive and skills

Reading of selected topics in the field

of management

Lecture

Case studies

teaching tests

Cognitive outcomes

Practical using for different terms in

the field of management

Case Study

Case studies

teaching tests

Cognitive and skills

Conversation inside classroom about

the field of management.

Mini discusg

groups

Listen and

guestions

Cognitive and skills

Reading selected topics in the field of

Time management.

Lecture

Ask questions

Cognitive outcomes

Practical using of terms in office

management.

Case Study

Case studies

teaching tests




Seventh

Cognitive and skills

Conversation inside classroom about

the field of Office management.

Mini discusg
groups

Listen and

guestions

Eighth

Cognitive and skills

Reading selected topics in the field of

Time management.

Lecture

Ask questions

Nineth

Cognitive and skills

Practical using of terms in the field of

Time management.

Case Study

Case studies
teaching tests

Tenth

Cognitive and skills

Conversation inside classroom about

the field of .time management

Mini
discussion

groups

Listen and

guestions

Eleventh

Cognitive outcomes

Reading selected topics in Archives
concept

Lecture

Case studies

teaching tests

Twelfth

Cognitive and skills

Practical using of terms in the field of
the culture of Archives.

Case Study

Case studies

teaching tests

Thirteenth

Cognitive and skills

Conversation inside classroom about

the field of.to Archives concept

1 discussion

groups

Listen and

guestions

Fourteenth

Cognitive and skills

Reading of Selected topics in the field

of correspondence

Lecture

Case studies

teaching tests

Fifteenth

Cognitive outcomes

Practical using of different terms in

the field of correspondence.

Case Study

Case studies

teaching tests

Sixteenth

Cognitive outcomes

Conversation inside classroom about

the field of correspondence

1 discussion

groups

Listen and

guestions

Seventeenth

Cognitive outcomes

Reading of Selected topics in the field
of technique and system of

information

Lecture

Ask guestions

Eighteenth

Cognitive and skills

Practical using of terms in the field of

technique and system of information

Case Study

Case studies

teaching tests

Nineteenth

Cognitive outcomes

Conversation inside classroom about
the field of technique and system of

information.

1i discussion

groups

Listen and

guestions

Twenty

Cognitive and skills

Reading of selected topics in the field

of ceremony.

Lecture

Case studies

teaching tests

Twenty- First

Cognitive and skills

Practical using of different terms in

the field of ceremony.

Case Study

Case studies

teaching tests

'wenty- Second

Cognitive outcomes

Conversation inside classroom about

the field of ceremony.

1i discussion

groups

Listen and

questions

Twenty- Third

Cognitive outcomes

Reading of selected topics in shorthang

writing

Lecture

Case studies

teaching tests




Twenty- Forth Cognitive and skills | Practical using of terms in the field of | Case Study je studies and
shorthand . teaching tests

Twenty- Fifth Cognitive and skills | Conversation inside classroom about thi discussion | Listen and
field of shorthand groups | questions

Twenty- Sixth Cognitive outcomes | Reading of selected topics in computer Lecture | Ask questions

and internet.

wenty- Seventh Cognitive and skills | Practical using of terms in computer §{ Case Study | Listen and

internet guestions

Twenty- Eighth Cognitive outcomes | Discussion of selected topics in compui discussion | Case studies
and internet . groups | teaching tests

Twenty- Nineth Cognitive and skills | Reading of selected topics in report i discussion | Ask questions

writing groups

Thirty Cognitive outcomes | Practical using for terms in and| Case Study | Case studies

Conversation about selected topics in and  teaching

the field of writing report. tests

11. Course Evaluation

Daily preparation

Daily exams

Extracurricular activities

First semester exam / theoretical - 1
First semester exam / practical — 1
Second semester exam / theoretical - 2
Second semester exam / practical — 2
Final exam / theoretical

Final exam / practical

12. Learning and Teaching Resources
Required textbooks (curricular books, if any) SPECIALIST READINGS IN ENGLISH, Prepared

Hassan Khawo

Main references (sources)

Recommended books and references (scientific journals, | 1- Office Management - By J.C.Denyer

reports...) 2- Modern Office Management By Little Field CL and
Peterson RL.

3- Office Management- By P.K. Ghost

Electronic References, Websites https://sist.sathyabama.ac.in/sist_coursematerial/uploa
ds/SBAA1407.pdf
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Course Description Form of Correspondence English

. Course Name : Correspondence English

. Course Code:

. Semester / Year: Second

. Description Preparation Date: 13/2/2024

. Available Attendance Forms: Actual attendance

. Number of Credit Hours (Total) / Number of Units (Total)

150 hour/annually - 300 units

. Course administrator's name (mention all, if more than one name)

Name: Nadia Nasser

Email: nadia.almusawi@atu.edu.iq

8.

Course Objectives

Course Objectives General goal: To familiarize the student with the English

vocabulary related to business correspondence, the field of
the department’s study plan, and to enable him to
understand it.

Specific goal: To enable the student to read and edit
correspondence in the English language and topics related to
his specialty, and to provide the opportunity to communicate
with foreign English books, magazines, and research in his

field of specialty.




9. Teaching and Learning Strategies

Strategy A set of activities or mechanisms that aim to achieve the previously specified
teaching objectives, including:

1- Providing students with knowledge concepts related to the office
management specialization

2- Providing students with administrative skills specific to the labor market

3- Providing students with the basic terminology in the English language
specializing in management, with which graduates of this department can

continue their studies in universities and postgraduate studies.

10. Course Structure

Week Hours | Required Unit or subject name Lea | Evaluation
Learning rnin | method

Outcomes g
met
hod

Cognitive outcomes | Definition of correspondence its Lectun  Ask
guestions

types, the Importance of business
letters, Kind of letters, characteristics

of commercial messages.

Cognitive and skills | Kind of letters, characteristics of Lectur Case studies

. teaching tests
commercial messages g

Cognitive outcomes | The Enquiry letter: Definition , Case | Case studies
Study | teaching tests

opening.

Cognitive and skills Mini | Listen and

The Enquiry letter: Ending sentences
.. ) discus| questions
writing Enquiry letters  grou

Cognitive and skills | The way of writing Enquiry letter Lectur, Ask questions

with practical exercises .

Cognitive outcomes | Pricing and terms used in pricing . Case studies
teaching tests




Seventh

Cognitive and skills

An Answer letter to the inquiry (
offer).

Mini
discus

n grou

Listen and

guestions

Cognitive and skills

how to edit the message

presentation with practical exercises

Lectur

Ask questions

Cognitive and skills

Write a message rejected the offer
and the method of editing or writing
a message rejected the offer with

practical exercises

Case studies
teaching tests

Cognitive and skills

Order letter : Introduction its types,

Mir
discus

n grou

Listen and

questions

Eleventh

Cognitive outcomes

The vocabulary used in
implementing the order and the

Rejection of the order .

ecture

Case studies

teaching tests

Twelfth

Cognitive and skills

Different designs for commercial

mesSsages .

Case
Study

Case studies

teaching tests

Thirteenth

Cognitive and skills

Invoice : Definition , Importance ,

its contents , kinds , way of writing

the invoice .

Mini
cussio

jroups

Listen and

guestions

Fourteenth

Cognitive and skills

Letter of complaint :Definition

ecture

Case studies

teaching tests

Fifteenth

Cognitive outcomes

Letter of complaint : written
reasons , edit mode , and practical

Exercises

Case
Study

Case studies

teaching tests

Sixteenth

Cognitive outcomes

Replay to complaint : Definition edit

mode , practical Exercises .

Mini
cussio

jroups

Listen and

guestions

Seventeenth

Cognitive outcomes

Canning and packing

ecture

Ask questions

Eighteenth

Cognitive and skills

shipping : Definition , Importance ,

Vocabulary used in this field .

Case
Study

Case studies

teaching tests




Nineteenth

Cognitive outcomes

Services of telecommunication and
cables : Definition , Importance ,

written reasons , edit mode .

Mini
Cussio

jroups

Listen and

guestions

Twenty

Cognitive and skills

Fax system : Definition , Importance

, method of writing and sending it .

ecture

Case studies
teaching tests

Twenty- First

Cognitive and skills

Computer system : Definition
History , Importance , and using
computer as modern means of

communication .

Case studies
teaching tests

'wenty- Second

Cognitive outcomes

Internet : Definition , Importance

Mini
cussio

jroups

Listen and

guestions

Twenty- Third

Cognitive outcomes

, using Internet as amodern means of

communication .

ecture

Case studies

teaching tests

Twenty- Forth

Cognitive and skills

Types of correspondence written by

Secretary congratulatory

Case
Study

ie studies and

teaching tests

Twenty- Fifth

Cognitive and skills

, Appointments , bookings in hotels ,

Mini
cussio

jroups

Listen and

guestions

Twenty- Sixth

Cognitive outcomes

messages with practical exercises for

writing such letters .

ecture

Ask guestions

wenty- Seventh

Cognitive and skills

messages with practical exercises

writing such letters

Case
Study

Listen and

guestions

Twenty- Eighth

Cognitive outcomes

Lists card for the commercial terms

Mini
cussio

jroups

Case studies

teaching tests

Twenty- Nineth

Cognitive and skills

abbre viations related to commercial

Mmessages

Mini
cussio

jroups

Ask questions

Cognitive outcomes

all other topics mentioned above

Case
Study

Case studies
and teaching

tests




11. Course Evaluation

Daily preparation

Daily exams

Extracurricular activities

First semester exam / theoretical - 1
First semester exam / practical — 1
Second semester exam / theoretical - 2
Second semester exam / practical — 2
Final exam / theoretical

Final exam / practical 10

12. Learning and Teaching Resources

Required textbooks (curricular books, if any)

SPECIALIST READINGS IN ENGLISH, Prepared
Hassan Khawo

Main references (sources) Recommended books and referer|

(scientific journals, reports...)

1- Gupta, S. C. (2018). A Handbook for letter writing.
Arihant Publications India limited
2- Yingying, J. (2020). Research on Language
Characteristics of Business Letter Writing.

Studies in Literature and Language, 20(3), 128.
3- Lindsell-Roberts, S. (2004). Strategic business letters
and e-mail. Houghton Mifflin Harcourt.
4- Talbot, F. (2009). How to Write Effective Business
English:
The Essential Toolkit for Composing Powerful Letters,
Emails and More,for Today's Business Needs. Kogan P3

Publishers.

Electronic References, Websites

https://www.grammarly.com/write-a-letter

https://www.interviewkickstart.com/career-

advice/business-letter-format-and-samples



https://www.grammarly.com/write-a-letter

Course Description Form

Course Name :

English language (2)

. Course Code:

C.D.F

. Semester / Year:

Second Il

. Description Preparation Date:

18/2/2024

. Available Attendance Forms:

Actual attendance

. Number of Credit Hours (Total) / Number of Units (Total):

60 hour/annually - 2 units

. Course administrator's name:

Name: KHALEEL ABDUL HUR ALI ; Email: khaleel.eng@atu.edu.iq

8. Course Objectives

To make students able to speak English (listening, speaking, reading and writing).The activities
within New Headway Pre- Intermediate are designed to enable pre-intermediate students to extend
their knowledge of the language and to allow them to activate what they have learnt. There is also
an emphasis on increasing fluency, so that students feel able to actively participate in conversations
and discussions. We hope that students will enjoy using the course and that it will give them a real

sense of progression in their language learning.

9. Teaching and Learning Strategies

Using Headway will help students listen, speak, read, and write correctly using the English
language. It also helps students by watching attached video clips of films or plays so that they can
discuss them after watching. New Headway Pre-Intermediate, Fourth edition is a course for students
who already have a solid foundation in the language. They may have recently completed an
elementary course or they may be returning to language learning after a break and need to revise

key language before being able to progress further. New language is introduced systematically,

1




allowing students to extend and consolidate their knowledge of the language. Listening material is

provided across three class CDs. New vocabulary is introduced regularly and this is followed by

controlled practice activities, allowing students to immediately activate the language in a supported

way. There are also freer practice activities where students can focus on their fluency. In the

Everyday English sections, useful chunks of language are presented, which students can use in

several different social contexts.

10. Course Structure

Week

Required
Learning

Outcomes

Unit or subject name

Learning method

Evaluation method

First

+

second

The theme of this
first unit is getting
to know people. It
provides general
revision of key
tenses and question
forms, and Granted
the opportunity to
assess new students'
strengths and
weaknesses. All the
verb forms covered
are dealt with in greg
depth in later units

of the course.

Getting to know you

> Questions

» Tense revision

» Right word, wrong word «

Social expressions

1-Method of giving
lectures
2- Student groups

3- Reports and studies

1-Exams of various types
2- Feedback from students
3-The method of
expression with faces

4- Reports and studies

The theme of this
unit is happiness
and things you like
doing. This
provides ample
opportunity for
students to
personalize

the key language.




The main grammar
focus is on present
tenses, and have
and have got in
contrast. Skills
work includes
integrated reading
and speaking, and
listening and
Third speaking practice. |Whatever makes you
+ The Everyday happy. 1-Method of giving 1-Exams of various types
Fourth English section » Present tenses lectures 2- Feedback from students
introduces and * have/have got 2- Student groups 3-The method of expression
practices ways of | Things I like doing 3- Reports and studies with faces
keeping a » Making conversation 4- Reports and studies
conversation going. |
Writing syllabus
continues with a
focus on style
and synonyms in a
task based on
writing a postcard.
The theme of this

unit is telling stories.
The Past Simple is
revised and the Past
Continuous
introduced in the
context of the story
of an adventurer,
and there are a What's in the news? 1-Method of giving 1-Exams of various types

number of news |+ Past Simple and lectures 2- Feedback from students

stories to Continuous 2- Student groups 3-The method of expression

contextualize and |* Adverbs 3- Reports and studies with faces
practice the main |« Saying when 4- Reports and studies

language.




The Listening and
speaking section
focuses on radio
news, and the
Reading and
speaking has a
human interest
story that achieved
worldwide
coverage on the
Internet. The
Vocabulary section
focuses on adverbs
and their position
in a sentence, both
adverbs of manner
that end in -ly, and
other adverbs. The
Everyday English
section deals with
time expressions -
saying dates and
using the correct
preposition. The
Writing section
consolidates the
tenses and use of
adverbs in a story-

building task.

The theme of this
unit is food, drink,

and eating out. In

the opening section,

expressions of
quantity are
introduced in

the context of




Seventh

+

eighth

a couple with an
unusual diet. In a
separate
presentation

about a man who
lived to a great age,
there is revision
and extension of
the use of articles
in English. The
Reading and
speaking is about
three unusual
places to eat.

The Vocabulary
and listening covers
parities

(a loaf of. ..,

a piece of ..., etc.)
and includes six
conversations set in
different shops. The
Everyday English
has a focus on
requests and offers
made at a dinner
party and in other
contexts. The
Writing syllabus
continues with
practice of linking

words in an email-

writing task.

Eat, drink, and be merry!
*Expressing quantity.
*something/no one ...

* Articles

* A piece of ...

*Can you come for dinner?

1-Method of giving
lectures
2- Student groups

3- Reports and studies

1-Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

The themes of
hopes, ambitions,

and plans provide




the context for the
presentation and
practice of verb
patterns
and ways of talking
about the future.
Going to, will, and
the Present
Continuous for futur
are contrasted. The
skills
practice includes a
Listening and
speaking section on
being 20-something,
and a Reading and
speaking section
on a girl who has
hope for the future.
Everyday English
practices the
language of
expressing doubt
and certainty.
The Writing
syllabus continues
with a section on
writing to prepare a {
on 'my dreams for

the future'.

Looking forward

*Verb patterns
» Future forms
* Phrasal verbs
*Expressing doubt and

certainty

1-Method of giving
lectures
2- Student groups

3- Reports and studies

1-Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

The theme of this
unit is describing
people and places.
This provides a
useful context to
practice the

grammar for this




Eleventh

+

twelfth

unit - What ... like?,
comparatives and
superlatives. The
text in the Reading
and speaking
section describes
the multicultural
diversity of London.
the Listening and
speaking section,
three people talk
about who they
most resemble in
their family. The
Everyday English
syllabus continues
with the language
for talking about
what's on in a cit)
and the Writing
section practices
relative pronouns in

context of describing

your hometown.

The way | see it

*What ... like?

» Comparatives and
superlatives

» Synonyms and antonyms

*What~ on?

1-Method of giving
lectures
2- Student groups

3- Reports and studies

1-Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Thirteen

+

Fourteen

The theme of living
history provides an
ideal context for the
presentation and
practice of the
Present Perfect
Because it shows
how the past links
with the present.
The first grammar
presentation
highlights the

‘unfinished past'

Living history
*Present Perfect

» for and since

» ever and never

» Word formation

*Agree with me!

1-Method of giving
lectures
2- Student groups

3- Reports and studies

1-Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies




use of the Present
Perfect. The second
highlights the
‘'experience’ use of
the Present Perfect. 1
theme of living
history is carried
through the skills
practice with a
Reading section on
living in a stately
home, and a
Listening and
speaking section

on researching your
family history.
\Vocabulary
practice is on the
use of suffixes in
word formation and |
Everyday

English section is
on the use of
question tags when
asking for
agreement. The
Writing syllabus

continues with

writing a

biography of a

famous person.

This unit looks at
aspects of gender
from a range of
perspectives and

introduces the




Fifteenth

+

Sixteenth

functional language
obligation and
advice. The first
presentation focuses
have to/ don't have
to and the second
presents should

and must. Skills
practice is provided
the form of

a Listening and
speaking section on
a female heptathlete
and a Reading and
speaking section on {
families with very
different profiles.
Vocabulary

practice is on

things to wear, and

the Everyday

English section
focuses on the
functional language
used at the doctor’s.
Writing practice is
provided with a
section on formal

letters and emails.

Girls and boys

» have to/don't have to
» should/must

» things to wear

» at the doctor's

1-Method of giving
lectures

2- Student groups

3- Reports and studies

1-Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

This unit looks at
the theme of
storytelling in
different genres.
Both grammar
sections use

adaptations of




Seventee

+

Eighteen

a fable by Aesop to
contextualize the
target language of
narrative tenses and {
Past Perfect, and
conjunctions of
time, result. reason,
and contrast. Skills
practice is in the
form of a Listening
and speaking
section on two
classic writers, and
a Reading and
speaking section
with a picture story g
The Strange Case
of Or Jekyll and

Mr Hyde.
Vocabulary practice
is on adjectives that
describe feelings
and the Everyday
English focuses on
exclamations with
5o and such. The
Writing section
carries through the
theme of stories
with tasks to help
students write a
review of a book or

film.

Time for a story

*Past Perfect and narrative
tenses

» Joining sentences
Feelings

» Exclamations

1-Method of giving
lectures

2- Student groups

3- Reports and studies

1-Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

The themes of this
unit are
communication and

technology. The




nineteen

+

Twenty

story of the
development of the
mobile phone

is used to
contextualize and
practice passives.
The Vocabulary
syllabus continues
with a focus on
collocation.

The Reading and
speaking section
carries through the
theme with an
article about five firg
on the Internet.

In the Listening and
speaking section, a
man complains
about aspects of
modern life.
Everyday English
practices useful
telephone language,
the Writing section
focuses on planning
linking ideas in a

pros and cons essay.

Our interactive world
*Passives

» Compound nouns

» Words that go together
* On the phone

1-Method of giving
lectures
2- Student groups

3- Reports and studies

1-Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

The overall theme
of this unit is life's

ups and downs.

The story of an

extraordinary music
teacher provides the
context for
contrasting the

Present Perfect




Simple and Present
Perfect Continuous.
Tense practice is
also provided in an
information gap on
the singer Charlotte
Church. Listening
and speaking gives
further consolidation
the main tenses
with a focus on two
friends who haven't 1
since school.
Reading and
speaking has a
focus on four
generations of

the Getty family.
The Vocabulary and
listening and
Everyday English
sections are

linked by practicing
vocabulary

of birth, marriage,
and death, and the
language of giving

good and bad news. ]

Writing section

focuses on filling

in forms

Life's what you make it!
*Present Perfect
Continuous * Tense
Review

» Birth, marriage, and death

Good news, bad news

1-Method of giving
lectures
2- Student groups

3- Reports and studies

1-Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

The theme of this
unit is thinking
about the future and
what will or might
happen. This providg

the context for the




two grammar
presentations,
starting with the
first conditional and
might, and moving
on to the second
conditional.

In the Listening and
speaking section,
two people
speculate about
changes they face
in their lives. The
Reading and
speaking section
focuses on the
wonders of the
Universe. The
Vocabulary section
focuses on
prepositions, and
Everyday English
practices the
language of saying
thank you and
goodbye. The
Writing syllabus
concludes with

a focus

on note-taking.

Just wondering ...

oIf + will/might/would
conditionals

*» Prepositions

Thank you and goodbye!

1-Method of giving
lectures
2- Student groups

3- Reports and studies

1-Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

You are part of the
editorial team of a
newspaper. Choose t
four stories that you
think are the most
important. In groups

four, discuss which g

What's Important to me?

» Think about your past, pres

or future and write a note

for each

1-Method of giving
lectures
2- Student groups

3- Reports and studies

» Spot the difference

1-Exams of various types
2- Feedback from students
3-The method of expressio

with faces

4- Reports and studies




the four top stories f¢
tomorrow's newspap
Choose the top head
for the front page.
Compare your front
page headlines with
other editorial teams
Give reasons for you
choices.

»Today's top headlines

This focus of this
stage is common
collocations of
noun + preposition.
Pre-teach/check reci
central heating,
damage I'dcemrd3/,
butterflies, and cure.
Elicit the

answer to number 1
an example. Give

students time to

complete the

sentences, then checl
the answers. As an

extension, you could
students to use three
four of the collocatio
in a series of sentenc

or a short

Snakes and ladders
Phrasal verbs pair-up
*What's it like?

*How long have you ... ?

1-Method of giving
lectures

2- Student groups

3- Reports and studies

1-Exams of various types
2- Feedback from students
3-The method of expressio
with faces

4- Reports and studies




Cognitive outcomes
Elicit the opening lin
of each conversation
(see Answers below)
Tell students that thePassives quiz 1-Method of giving 1-Exams of various types
are a different *Present Perfect picture lectures 2- Feedback from students

number of lines in |race 2- Student groups 3-The method of expression
each
conversation.
Give them time 4- Reports and studies
to do the ordering
task, either
working in groups
or moving round
the class in a
mingle.

»Thank you and goodbye  [3- Reports and studies with faces

11. Course Evaluation

Daily preparation

Daily exams

Extracurricular activities

First semester exam / theoretical - 1
Second semester exam / theoretical - 2

Final exam / theoretical

12. Learning and Teaching Resources

New Headway

Fourth edition
Pre-Intermediate Student's Book
Liz and John Soars Amanda Maris
with Teacher's Resource Disc
OXFORD
UNIVERSITY PRESS

www.oup.com/elt



http://www.oup.com/elt
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