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To study and practice professional English listening and speaking skills. The learners

will be able to communicate and listen to getting through the main point and interact
on controversial topic.
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evaluation of study professional
listening and speaking in
English.
Chapter 1: Understanding
Professional Communication
Content: This chapter
introduces the importance of
effective listening and speaking
in professional contexts, such as
meetings, presentations, and
networking events. It explores
the role of clear communication
in building relationships,
advancing careers, and fostering
collaboration. The chapter also
discusses the challenges of
communicating in English as a
non-native speaker and sets the
foundation for skill development.
e The role of listening and
speaking in professional
success
«  Key characteristics of
professional
communication
¢  Challenges for non-native
English speakers
+  Benefits of mastering
listening and speaking
skills
¢ Overview of professional

and purpose of
short texts.

* Read sample
MC scripts and
highlight
different
sections.

* Write a
paragraph
explaining your
favorite part of
a script.
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strategies to improve
comprehension, such as note-
taking and summarizing, and
includes exercises to practice
listening skills.
«  What is active listening
and why it matters
e Techniques for focusing
and minimizing
distractions
. Interpreting verbal cues
(tone, emphasis) and non-
verbal cues (body
language)
. Note-taking and
summarizing for better
understanding

_r_

introducing an
event.
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w- | Chapter 2: Foundations of w | Activities: NIENRTANNIE
Active Listening * Rearrange Uuey1615 wel.
Content: Active listening is mixed-up '
critical for understanding and sentences into
responding effectively in a logical
professional interactions. This paragraph.
cha}pter expllalns' the prmmples of - Rewrite poorly
active listening, including structured
focusing on the speaker,
avoiding distractions, and par.agraphs.
interpreting verbal and non- * Write your own
verbal cues. It provides paragraph




Content: Clear and confident
speech is essential for
professional communication.
This chapter covers the basics of
speaking clearly, including
pronunciation, intonation, and
pacing. It offers techniques to
build confidence, overcome
stage fright, and adapt to
different audiences. Exercises
focus on improving articulation
and practicing common
professional phrases.

. Basics of clear speech:
Pronunciation, intonation,
and pacing

e  Building confidence in
speaking English

«  Overcoming stage fright
and nervoushess

«  Adapting speech for
different professional
audiences

. Exercises for articulation
and professional

article and write
a summary.

* Read a sample
award
ceremony script
and answer
comprehension
questions.

+ Paraphrase key
parts of a
famous speech.
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Content: Meetings are a
common professional setting
requiring strong listening and
speaking skills. This chapter
teaches how to actively
participate in meetings by
listening attentively, asking
clarifying questions, and
contributing ideas clearly. It
includes strategies for handling
discussions, managing

disagreements, and summarizing

key points, with sample
dialogues for practice.

e Preparing for and
participating in
professional meetings

. Listening actively to

understand agendas and

contributions

e Speaking clearly to share

ideas and ask questions

. Managing disagreements

and maintaining
professionalism
e«  Sample dialogues and

role-playing exercises for

meetings

versions of a
speech (formal
vs. casual).

* Analyze a TED
Talk transcript
for structure
and impact.

+ Create a chart
showing
elements of a
good MC script.
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«-go | Chapter 5: Delivering © Activities: NIZHATANWIYE
Professional Presentations * Use contextto | 4iq,a615 war,
Content: Presentations are a key guess the '
opportunity to showcase meaning of
speaking skills. This chapter unfamiliar
guides readers on preparing and words.
delivering effective presentations + Build flashcards
in English, including structuring for 10 new
content, using visual aids, and words per
engaging the audience. It also week.
covers listening to audience * Write sentences
feedback and responding to using new

questions, with tips for handling
challenging situations.

e Structuring a professional
presentation (introduction,
body, conclusion)

. Using visual aids and
technology effectively

. Engaging the audience
through voice and body
language

. Listening and responding
to audience questions

« Tips for managing nerves
and handling difficult
questions

vocabulary in
event-related
contexts.
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Small Talk in Professional * Identify Utey1519 Wel,
Settings sentence types i
Content: Networking and small in sample
talk are vital for building scripts.
professional relationships. This » Correct
chapter explores how to initiate grammatical
and sustain conversations in errors in short
English, including greetings, passages.
introductions, and polite exits. It * Write five
emphasizes listening to correct
understand others’ roles and sentences
interests, as well as speaking describing a
confidently to share your own graduation
background. Sample ceremony.

conversation starters and
scenarios are included.

. Importance of networking
and small talk in
professional growth

. Listening to understand
others’ roles, interests,
and needs

e Speaking confidently:
Introductions, elevator
pitches, and follow-ups

. Polite conversation
starters and exits

. Practice scenarios for
networking events and
informal settings
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Communication in English
Content: Professional settings
often involve diverse cultural
backgrounds, requiring
sensitivity to cultural norms. This
chapter discusses how cultural
differences impact listening and
speaking, such as varying
communication styles or non-
verbal cues. It provides
strategies for adapting to
multicultural environments and
avoiding misunderstandings,
with case studies for practice.

. Understanding cultural
influences on
communication

e Listening for cultural
nuances in tone and
intent

* Adapting speaking style
for multicultural
audiences

¢ Avoiding common cross-
cultural
misunderstandings

* Write a
welcome
speech based
on a sample
e v.e n t
description.

+ Edit a peer’s
script for
clarity and
structure.

+Create a
timeline for
writing and
rehearsing a
full MC script.

Uuey1615 wel.
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Learning + Choose a )
Content: The final chapter published MC
focuses on sustaining and script and
enhancing listening and analyze its
speaking skills over time. It structure.
covers seeking feedback, using * Rewrite it to suit
technology (e.g., language apps, a different event
podcasts), and participating in or audience.
professional communities to * Deliver your
practice. It also discusses version in front
setting goals for ongoing of an audience
improvement and leveraging and get
communication skills for career feedback.
advancement.
» Seeking feedback to
refine listening and
speaking skills
. Using technology and
resources for practice
(apps, podcasts, videos)
e Joining professional
communities for real-
world practice
e  Setting personal goals for
communication
improvement
14-15 | Presentation & summery Presenting WIZHMENNIY
Uy1615 Wel.
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Books:

Brown, H. D., & Lee, H. (2015). Teaching by Principles: An Interactive Approach to Language
Pedagogy (4th ed.). Pearson Education.

(For strategies on teaching and learning listening and speaking skills in English)

Guffey, M. E., & Loewy, D. (2021). Essentials of Business Communication (11th ed.).
Cengage Learning.

(For professional communication techniques, including meetings and presentations)
Lucas, S. E. (2020). The Art of Public Speaking (13th ed.). McGraw-Hill Education.

(For public speaking skills, confidence-building, and presentation strategies)

Richards, J. C., & Burns, A. (2012). Tips for Teaching Listening: A Practical Approach.
Pearson Education.

(For practical approaches to developing active listening skills)

Tannen, D. (2005). Conversational Style: Analyzing Talk Among Friends. Oxford University
Press.

(For insights into conversational dynamics and small talk in professional settings)
Ting-Toomey, S., & Chung, L. C. (2012). Understanding Intercultural Communication (2nd
ed.). Oxford University Press.

(For cross-cultural communication strategies and cultural influences on listening and
speaking)

Web sites

Here is a list of websites that provide information and resources on English grammar and

sentences:

00N U R W

. Grammarly (www.grammarly.com):

Purdue Online Writing Lab (OWL) (owl.purdue.edu/owl):

English Grammar Online (www.ego4u.com):

The Blue Book of Grammar and Punctuation (www.grammarbook.com):
British Council - LearnEnglish (learnenglish.britishcouncil.org/grammar):
EnglishPage (www.englishpage.com):

Grammar Monster (www.grammar-monster.com):

Daily Writing Tips (www.dailywritingtips.com):

UsingEnglish.com (www.usingenglish.com):

10 Guide to Grammar and Writing (grammar.ccc.commnet.edu/grammar):
These websites offer valuable resources and information to help improve your understanding of
English grammar and sentence construction. They provide explanations, examples, exercises, and
quizzes to practice and reinforce your knowledge.



http://www.grammarly.com/
http://www.ego4u.com/
http://www.grammarbook.com/
http://www.englishpage.com/
http://www.grammar-monster.com/
http://www.dailywritingtips.com/
http://www.usingenglish.com/
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Websites:
British Council — L earnEnglish
Reading Rockets — Comprehension Strategies
Breaking News English — Reading Practice
TED Talks — Transcripts
News in Levels — Easy English Reading
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http://pdfdrive.com
https://learnenglish.britishcouncil.org/
https://www.readingrockets.org/
https://www.breakingnewsenglish.com/
https://www.ted.com/transcripts
https://www.newsinlevels.com/
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