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1. TITLE:  ESOL 803
Course Title: Workplace English for Speakers of Other Languages
Units:  3.0 units

Hours:  3 lecture hours per week, plus 2 lab hours per week by arrangement
2. COURSE CLASSIFICATION: 


Credit course not applicable to the Associate Degree

3. COURSE DESCRIPTIONS:
Catalog Description:
3 lecture hours per week, plus 2 lab hours per week by arrangement.  
Recommended eligibility for ESOL 852, 862, and 872, as indicated by college placement test and multiple measures as necessary. 
Professional greetings, dress and customs, conversation, customer service, and other skills to work successfully in an office environment.  Practice in staffing a professional office.  May be repeated for credit a maximum of three times.  (Units do not count toward the Associate Degree.)
Schedule of Classes Description: 
Recommended eligibility for ESOL 852, 862, and 872, as indicated by college placement test and multiple measures as necessary. 
Professional greetings, dress and customs, conversation, customer service, and other skills to work successfully in an office environment.  Practice in staffing a professional office.  Plus 2 hours by arrangement.  May be repeated for credit a maximum of three times.  (Units do not count toward the Associate Degree.)
4. COURSE JUSTIFICATION:
The purpose of this course is to a) impart critical workplace English skills to nonnative speakers seeking quality employment, and b) to help staff the English Language Institute, a college office that serves second language speakers pursuing education.  The hours by arrangement for this course serve as a practicum for students to practice the English they are learning in class.
5. STUDENT LEARNING OUTCOMES (SLO’S):
By the end of this course, students will be able to:
1. Understand spoken and written general and employment-related language.

2. Communicate in own words outside of an English class.


3. Understand the culture and behavioral expectations of a new environment and workplace.


6. SPECIFIC INSTRUCTIONAL OBJECTIVES:
This course aims to assist second-language speakers with building workplace-related language skills that will enable them to secure new or better employment.  Through listening and speaking practice, role-play, writing activities, reading real-world materials, and projects, students will gain the confidence and language skill needed to work in an entry-level position or higher.  Students will also be obligated to spend two hours per week staffing the office of the English Language Institute (ELI), during which time their language skills will be tested and practiced with real clients requesting assistance.  By assisting clients who also speak English as a Second Language, ESOL 803 students will be encouraged to take ownership of the ELI and its mission, thereby increasing their own volition to succeed and to encourage others to succeed as well.  Reflection on desired jobs and paths to achieving them will be shared via writing and discussion.   Students will have opportunities to do outreach to their communities on behalf of the ELI, thus empowering themselves and others through access to a college education.

During the course, students will be asked to participate in:

a. Pair, small-group, and individual speaking practice using workplace-related vocabulary.
i. Pair work and role-play using vocabulary and language conventions

ii. Small group leading of meetings or discussions.

iii. Short presentations to large groups.
b. Real-world practicum spent staffing an office (the English Language Institute) and interacting in a professional environment using English.
i. As part of 2 weekly hours by arrangement, students staff the ELI office front desk as workplace interns.

ii. Interns assist clients (new or current Skyline students) with application, appointments with counselor, registration, and translation of important information.

iii. Interns complete tasks set out by the office supervisor, clocking in and out, and adhering to professional expectations of an office environment.

iv. Interns staff outreach events and assist in advertisement.
c. Pair, small-group, and individual practice with exercises in real-world interactions drawing on cultural knowledge, polite conventions, and professional expectations.
i. Pair work and role-play using context of a real work situation.

ii. Small group discussion and problem-solving.

iii. Planning and proposals of innovative ideas and presentation to a large group.

7. COURSE CONTENT:
I. Life and work
1. Job interview
a. Present Perfect
b. taking messages

2. Appropriate interactions
a. Pronunciation
b. Clarification language

II. Environment

1. Giving directions in the workplace environment
a. directions, warnings, requests, suggestions, indirect commands
2. Invitations
a. Giving/accepting/declining
b. Appropriate punctuality
III. Troubleshooting equipment/process breakdowns
1. Discussing warranty and product service
a. passive voice, irregular past

b. questions & statements

2. Employment expectations

a. Admitting error

b. reassurance
c. interpretation of time sensitivity
IV. Customers

1. Explaining problems

a. safety recalls, consumer complaints

b. used to, comparisons, confirmations

c. expressing disappointment

2. Awareness of consumer behavior

a. EPA, CPSC, and other regulatory organizations

b. Ways to make good on a complaint

V. Time

1. Punctuality and commitment to events

a. clarification of job expectations

b. rescheduling, providing reasons, asking for permission, polite interruptions

2. Fair Labor Standards Act

a. Paycheck issues and overtime

b. Company time vs. Personal time

VI. Supplies and resources

1. Economical purchases

a. ordering supplies online

b. must, emphatic agreement, exclamations, offering suggestions

2. Consumer entitlement and protections

VII. Relationships

1. Rules, abidance and violation

a. Impersonal “it”, adjectives and infinitives, adjectives of emotion

b. offering sympathy/expressing appreciation

2. Relationship between fines and gravity of infractions

a. Discussing infractions/violations

b. discussing penalties

VIII. Health and Safety

1. Food safety and consumer behavior

a. Sending food back at restaurant/returning food to supermarket

b. complaints about food

c. reading food labels

2. Medicines

a. Label terms

b. over-the-counter vs. prescription medication

c. possessive pronouns, adjectives

d. understanding dosage

IX. Money

1. Evaluating financial services of banks

a. reading the fine print

b. bank services and accounts

c. Federal Trade Commission protection of consumer rights

2. Debt
a. mortgages

b. discussing debt

c. avoiding personal debt

X. Career

1. Phone skills for interview

a. Simple present/present continuous review

b. Present perfect/present perfect continuous review

2. The nature of the employee/boss relationship

a. understand performance reviews

b. identifying reasons for changing jobs

c. accepting compliments

8. REPRESENTATIVE METHODS OF INSTRUCTION:
Methods of instruction in the classroom can include:
· lecture

· small group work/project work

· individual presentation work

· role-plays, mock interviews, mock phone calls
Methods of instruction in the office-based practicum for hours by arrangement can include:

· Detailing specific tasks related to the success of office operation

· Communication via a direct supervisor in all activities

· Direct instruction in the immediate practical use of tools such as internet and Office applications

· Training in campus resources and procedures in order to serve clients

· Tasking student with gathering information from clients via one-on-one contact or over the phone

· Preparing student to develop and present a proposal for an event such as a fundraiser or information night
9. ASSIGNMENTS:
Assignments can include:
· Assignments from textbooks

· Assignments related to the needs of the office (English Language Institute)

· Training and familiarity with resources on campus

· Writing resumes and proposals

· Giving presentations

· Group discussion, project management, and problem-solving

· Tests, quizzes, and homework

10. EVALUATION OF STUDENT PERFORMANCE: 

Grade option.  Evaluation will be based on: 

· Demonstrated proficiency in clear speech using work-appropriate vocabulary
· Effective communication and appropriate demeanor with clients in the ELI office

· Demonstrated awareness of and respect for American workplace culture and behavior
11. RECOMMENDED or REQUIRED TEXT(S): 

A good example of an appropriate text is the Workplace Plus series by Longman.  For example:
For High-Beginning to Low-Intermediate

Saslow, Joan (2005).  Workplace Plus 2: Living and Working in English.  ISBN: 0-13-192800-7.  Companion materials include web support, teacher’s manual, workbook and audio media. 

For Intermediate to High Intermediate

Saslow, Joan (2005).  Workplace Plus 3: Living and Working in English.  ISBN: 0-13-192801-5.  Companion materials include web support, teacher’s manual, workbook and audio media. 
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