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Vission

Building a distinguished, creative, innovative and pioneering
generation qualified to lead the business sector and capable o

Interacting positively to keep paeath the requirements of the
labor market

Mission

The Commercial Track contributes to creating a sustainable
learning environment that qualifies distinguished graduates in
terms of knowledge, skill and professional qualification in the
administrative, accounting, economic, financial and
entrepreneurial fields in a way that supports their abilities to
give, innovate and create for the needs of the labor market in

the various sectors of production and services locally,
regionally and interationally




Introduction

This guide has been designed for teachers to standardize the tracks of the commercia
subjects and to help them implementing the student's book proficiently.

The Communication Skilg¥'Y »3) t eac her 0 s enighted the phissophiyn a
and dimensions of the curriculumlit helps achieving its goals and implementing the
planned curriculum with an outstanding performandé&e guide is oriented to the use of
active strategies in achieving learning standards ar@bods

The role of the teacher is complementary and a key role in the classroom to assume the
responsibility of teaching and learning. It focuses on deepening the awareness of concepts
relationships and theories in order to realize them and employ them eidall ifi life.

Thefirstpat of t his guide deals with general ¢
and the dimensions of building the Commercial Education curriculum and its philosophy.
It provides practical examples of the curriculum to enhaheeskills of the twentjirst
century, concepts of innovation and entrepreneurship, concepts of sustainable
development, concepts of citizenship, and the use of technology in the curriculum. It also
provides professional and ethical guidelines forthedeh er and vi ews t he
the ways to reinforce citizenship concepts, the strategies for developing skills of systematic
explanation, the analysis and problem solving techniques with illustrations from the
curriculum, and the ways to motivate rieers. The second part of the guide contains
methods of assessment, means and resources for teaching business courses and less
structures

This guide also focuses on how to perfor
learning outcomes of élesson, and allocates the time given for the lesson implementation.

It provides an analysis of the content of the lesson, as wealhdmioning the aspects of
learning in it, and suggests tools and teaching aids that can be used for carrying out the
lesson.



As we present this guide for teachers to assist them in performing an outstanding teaching
while they are carrying out the curriculum @dmmunication SkillsSection), we affirm

the teacherodés freedom to add antde desiedi f y
benefit of this guide will be achieved as it was planned and endeavored in order to facilitate
the effort of teachers with a deeper vision and a more comprehensive picture.

Preparation Team




Theoretical Framework
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Teacher's Guide



Importance of the Guide

Within the framework of the Ministry of Education in the Kingdom of

Bahr aendeados to develop a national curriculum that adopts national
standards of international quality, taking into account the skills of the twenty
first century and continuous innovation in the fields of education, the
Directorate of Curricula is working har facilitate the task of teachers in

rationalizing their performance and developing their competencies, by
preparing guides for all subjects in line with the general framework of the

national curricula.

This guide aims, in general, to assistteachers devel opi ng | ea
skills, providing them with twentfirst century skills, strengthening their
personalities with concepts of citizenship, consolidating sustainable
development topics. It works on linking specializatiorsstens with other
lessons in the context to ensure integration between the varibjests in order

to achieve integration between them through a specialized team by linking the

lessons objectives with its content and activities.




Aims of the Guide

This guide igust an outline for what we want to achieve, leaving teachers free
to their creativity in activating the contents of the student's book with the help
of this guide. We also count on teachers' ability to modify and develop the
contents of this guide and krihem to the learner's environment based on their

accumulated experiences and creativity.
This guide specifically aims to achieve the following:

Organizing the content of the lesson, and managing time effectively
Clarifying the objectives of each lesgsooutcomes and performance
standards

Enhancing the idea of linking exams and class activities with lesson
outcomes

Helping teachers to know the solutions of the activities and exercises
provided

Linking the contents of the lessons and activities to dperopriate
learning strategies

Determining the learning aids and techniques that are appropriate for

each lesson, and how to use them in each part of it



Demonstrating the target learning skills for each lesson

Explaining the steps the teacheripected to follow in each lesson.
Providing appropriate, temporary evaluation methods at a specific time
Familiarizing teachers with the needs of the Bahraini student, and the
psychological and mental characteristics of learners in general
Reminding teehers of intelligence patterns and strategies in order to
develop their abilities.

Helping teachers develop skills of systematic thinking, analysis and
problem solving

Helping teachers to encourage and motivate learners

Introducing the themes of theuriculum, and explaining its
philosophical and educational foundations.




Integrating 215t Century Skills

The Partnership for Twenty-first Century Skills organization defines these skills as:
nRnThe set of skills neces s afigt cantary, sushuas c e ¢
learning and innovation skills, digital literacy skills, and career and life skills. 6 | t |
also defined as: "a set of skills thabrkers in various work environments need to be
effective, productive, and creative members, in addition to their mastery of the knowledge

content necessary to achieve success.

From the above, the education of twefitgt century skills can be defined:apreparing

the student according to the needs and requirements of the -fingntyentury by
developing skills such as creativity, critical thinking, problem solving, communication, and
cooperation.

In light of the constant changes taking place in lteal and global communities,
determining the skills required for the learner has become essential in order to reach an
individual who is able to work with the requirements of the later stages of his graduation
from school, whether it is related to contimy his higher education or engaging in the
labor market. Thus, this framework of the commercial track focuses on developing the
educational outcomes, by relying on the skills of the twérsty century.These skills are
considered as a starting pointo r the frameworkos fields
educational process produces individuals with supportive academic and life skills who are
able to adapt, compete and face challenges. These skills aim to unify the visithe and



language in relation tavhat is expected of students when they complete the different

educational stages. They play an important role in reducing the gap between the
educational outcomes and the labor market requirements. The followings are the skills of

the twentyfirst century as shown in Figure (1):

1. Critical Thinking ( B BP ai3? 5 ¢ d3? )
The abilty of Commercial Science students to analyze economic and accounting issues

logically, think independently, deal with economic issues and administrative as well as
accountingnformation responsibly, and develop the ability to evaluate and achieve all

that without bias

2. Communication and Teamwork ( . E®W fedg»"™ 6 d&3? )
The ability of Commercial Science students to interact and communicate opinions and

ideas efficiently,and to master the skills of clarifying the idea using oral, written and
nonverbal communication skills with multicultural student groups. Itis also the ability
to negotiate, discuss and persuade, and master the skills of cooperation with others ta

plan and implement small projects

3. Creativity and Problem Solving( p 3 Ekéj'/\z )€ 2
The ability of Commercial Science students to break out of stereotypes to face reality;

By invoking new solutions, using unfamiliar resources, employing commem@lce
and skills to learn how to solve problems, and making judgments through research and

analysis.

4. Leadership and Decision Making ( wxmMeaedsd o d3?
Mastering Commercial Science students leadership skills by using prsbleing

and personallksi | ' s to raise the |evel of othe

to achieve a common business project




5. Local and International Citizenship( a ' @ Y& @)% < 2 2
The abllity of students of Commercial Sciences to direct their knowledge, bedwadior

values responsibly, in a manner that enhances the convergence of ideas between th
various components of society, raises their awareness of global challenges, increases
their contributions to building and developing their country. It is also the students'
ability to root the practices of environmental sustainability and social justice, and to
contribute to the formation of positive attitudes towards global economic preble

and the acceptance of others in a way that increases global cultural convergence.

6. Initiative (eitdg?e + ¢~ md3?

The ability of students of Commercial Sciences to-malhage productively, pursue
personal goals with strong determination and higlivaion, and master ghprocess

of goal setting and time management by working independently andetiyng
priorities in Commerci al Science proje
is also the ability of the students to take imtiative in proposing and dealing with

occasional problems, and to make constructive suggestions.

7. Digital Literacy ( a ' ]} ‘a & ‘Yo £ alzlz?
The abilty of Commercial Science students to use technology and its tools effectively

to create, access, manageplement, criticize and disseminate information. It is also
the ability to apply digital technology effectively by using it as a tool used by learners

in researching economic and administrative issues.

8. Global Awareness (>'3®% L W6 d3?
The ability of students of Commerciatiences to intellectual excellenaed literary

and scientific production in a manner that enhances the values of belonging, cultural
heritage, and national identity, by using the mother tangoe addition to



communcating efficiently in more than one language, such as, English in accounting,
financial, banking and administrative courses
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Teaching & Learning Strategies

Teaching and learning strategies are a methodctiating the classroom according to
several criteria, perhaps the most important of which is the teaching situation. They are
also the means, tools and procedures that the teacher uses to help him in his task. Moreove
these strategies represent theegalhatmosphere in the classroom that helps to reach in an
orderly and sequential manner to acceptable educational outcomes in light of the available
possibilties. In short, these strategies are the advance planning and plan followed by the

teacher to agéve an educational goal.

The Commercial track employs a set of modern strategies in learning that suit the age groug
of secondary education students and the specificity of some subjects and the school

environment. These strategies include the following

Collaborative Learning Strategy (( W " A e d3?): ntsA e d3? a' g
Divide the students into groups, each homogeneous group according to his abilities, taking

into account the different inteligences of the students. These groups consist of 4 to 6
students per group depending on the capacity and number of studentsasghé&lee roles
are distributed to the group democratically to organize the work and use the time
appropriately. The group leader, reader, writer, rapporteur and observer are identified in
each group, and atask is assigned to them, such aantdgge tk samples of cover letters

in Simulation Office Project subject, for exampie ¥ ).




‘Hh2 a'g
It depends on structured dialogue® exchange views and ideas alongside with the

Dialogue and Discussion Strategy (a 1 B Bh 2z 2" ):wy»
interaction of students' experiences that enhance some activities, stimulate students
mentally, and develop critical thinking skills. Teachers bring up main ideas about the lesson
through questions and discussion encouraging students to express their opinions, such a

discussing the effect of communication barriers in Communication Skills subject (
YY)

H .
Think-Pair-Share Strategy (Hu# a3'paan(ag 69):
Think-PairShare (TPS) strategy is one of the innovative strategies derived from

cooperative learningl'eacher gives students a question that they must consider alone and
then discuss it with a neighbor before settling on a final answer. This is a great way to
motivate students and promote higlesel of thinking. Even though the activity is called
think-"PAIR"-share, many instructors use it for pairs and small groups as well (three or
four students). Often each group discussion is followed up with a larger classroom
discussion. Some thifkair-share activities are short, suchagick -response think
pair-share" and sometimes the activites may be longer and more invdleatended

think -pair-share." The instructor can use the student responses as a bafiscigsion,

to motivate a lecture segment, and to obtain feedback about what students khiow or

of. Itis easy to incorporate more than one tmak-share activity in a class period

Steps and tips for using think-pair-share
1. Ask a question. Be aware that opsarded questions are more likely to generate more

discussion and higher order thim. A think-pair-share can take a short time (three
minutes) or can be longer, depending on the question or the task and the class size, a

well.




2. Give students aninute to two more (for complicated questions) to discuss the question

and work out the answe

3. Ask students to get together in pairs or in groups of three to four stutfenterement
among students is required, then allow them to move. If the instructor definitely wants
to stick with pairs of students, but have an odd number of students,litvereach
group to include three students. It's important to have small groups so that each studen
can talk.

4. Ask for responses from the pairs or the groups. Indicate time for those responses and

for the class discussion as well to address the question.

This strategy can be used in most of Office Management courses, such as, discussing th
l mportance of organizing the human tor eso

Office Managemen &ubject (VY ).

Survey Strategy (YYr 9609 a' ' g b?2PEe-?
The investigation strategy is raised at its different levels, according to the levels of the

students, through questions and discussions. That strategy provoke students through th
use of critical thinking in real or simulated educational situations througiwie student

acquires new knowledge, such as explaining the types of communication methods and the
advantages and disadvant a dkilso subject feYaud).h t yr

Brainstorming Strategy (0 Us wd3? c);Ad? a' g b?2PEe-?
Learners share and record questions, ideas and examples that come to mind (withou

judgment or censure) about a central idea, topic or probl@mainstorming is often
presented visually by using colorful posters that can be created by learners in@upall gr

and presented to the rest of the class.



Critical Thinking Strategy (| B 8" d3? PeL e d? a' g b?2PE
Critical thinking focuses on mental processes that go beyond apparent matters to study

things in depth, and this requires the learner to reconsider ofidnigy previous practices.
When the learner practice this skil, he formulates knowledge in an authentic way and
interacts with it with the highest degree of effectiveness, and then formulates new
experiences and new expectations in which he transcendspégence presented to him.

In this way, the student's thinking can be creative and informed. Dealing with laws related
to injuries, vacations, and incentives for workers in the course of labor law is a good
example of that. Critical thinking includesvade range of skills, the most important of
which are:

1. Distinguishing between facts that can be proven or verifiable and between claims or
selfclaims.

2. Distinguishing between allegations and reasons related to the topic, and those that
are inserted intdhe topic and are not related to f.

3. Determining the credibilty of information sources and references.

4. ldentifying ambiguous allegations or evidence.

5. Identifying the similarities and differences between two positions or two ideas on an
Issue.

6. Applying previously learned problesolving skills.

7. ldentifying inconsistencies or inconsistencies in the process of inference from the

introduction or facts, and determining the strength of the proof or claim.

E-Learning Strategy (( " " PEo &g 3):b3 BE 6 d3?
El earning iIs defined as Athe wuse of mu

television and other resources in the educational learning prodées.sources of




knowledge and science available to students these days are diverse and plentiful, and the
can be accessed in easy and attractive ways, without relying on the teacher. Therefore, thi
teacher's role is no longer limited to communicating information orify.nfiuch more than

that. He became responsible for building the personality of the student as a researcher
thinker, critic and an independent individual who can access information arekysaifd

his horizons.

Role-Playing Strategy (W? * 8¢ y Asd? a g b?2PEen?
Learners act out or perform a particular role in order to explore and dramatize the thoughts,

feelings, and experiences of another person in a simulated situation.
1 Therole-play can be conducted between two learners, a small group or as a whole
class led by the teacher.
1 The roleplay can be performed and presented to the whole class, where other
learners can be invited to make comment and analysis on the content.
1 Somerolepl ays can be simple, but It can

and interpretation of a given scenario.

Such strategy you can use in playing role of a candidate who called for a job interview in
ASi mul ati on YOT,L&) caernd piriOgatmiio n( SYRY_M)I s o0 co




Evaluation Methods

Evaluation represents one of the most important modern approaches to the devabpment
education, through which the impact of all that has been planned and implemented in terms
of teachingand learning processes, and its strengths and weaknesses, is id &t

In suggesting solutions that contribute to emphasizing and strengthening strengths, and
avoiding and addressing weaknesses in the teaching and learning process.

Definition of Evaluation:

Educational evaluation is a systematic process based on scientfic and practical
foundations, aimed at issuing an accurate and objective judgment on the inputs and outputs
of any educational system, and then identifying the strengths and essaknin each of

them in preparation for taking the appropriate decisions for any reform, and to improve the

learner's performance.

Evaluation in the educational process includes several elements, the most important of
which are: evaluating the curriculum, with its various elements (objectivamntent -
teaching and learning strategie®valuation), evaluating the teacher, and etmyg the

outcomes of the curriculum.

The curriculum can be evaluated by the
cognitively, mentally, emotionally anskilfully from a specific level to another desirable
level, expressed by the curriculum objecdive




Purposes of Evaluation:

The evaluation is characterized by a comprehensive view of the components of the
educational process and also searches faretmons that lead to its weakness or strength
through this comprehensive view. However, the purpdsitheo evaluation focus on the
partial components of the educational and educational process, but in the end, it links these
particles to form a general and comprehensive judgment on the learning and educationa
process as a whole. The purposes of thelatiah in general are:

1. Defining the weaknesses and strengths of students' learning, and determining the
direction in which their general cognitive, social, and psychological development is
going, ... etc.

2. The evaluation reveals to us the extent to wihiehlearning and educational goals
set in advance have been achieved, and the aspects that need to be developec
modified or changed in these goals.

3. Evaluation reveals the strengths or weaknesses of the teacher, the curriculum,
teaching methods, and ottegpecific means that are used or served in the teaching
and learning process.

4. Evaluation is an important part and an essential process in the planning, organization
and implementation of all programs. It is the bridge that prowloe®pportunity to
cross the distance between reality and the set goals.

5. Evaluation is a necessary way to test principles of working with individuals, groups
and societies; to ensure the validity of those principles.

6. Providing information on the degree to which a programaudmeved its objectives
by clarifying the shortcomings and strengths, and providing feedback on those
aspects.

7. Informing administrators and policy makers of the unexpected results of program
implementation, whether negative or positive, so that policyersakave sufficient
justification for changing or canceling programs.



8. Providing information on the level of general satisfaction with the results of the

program and the degreé support provided to it.
9. Evaluation focuses more on improving a service tharevaluating whether or not

the service is worth keeping.

Types of Evaluation:

Evaluation can be classified into:

1. Diagnostic Evaluation:
It is concerned with identifying the learning difficulties or weakness of pupils during

teaching. It tries tdocate or discover the specific area of weakness of a pupil in a given

course and tries to provide remedial measure.

N.E. Gronlunds ays fAnéé for mati ve -adviradtment foi Imple p r «
learning problems whereas diagnostic evaluation searédr the underlying causes of

those problems that do notrespondtofrstd t r eat ment . 0

When the teacher finds that even after the use of various alternative methods, techniques
and corrective prescriptions, and the student still faces learningiliés; then the teacher
recourse to a detailed diagnosis through

Diagnosis carbe made by employing observational techniques, too. In case of necessity,

the services of psychological and medigpaécialists can be used for diagnosing serious

learning difficulties.




2. Formative Evaluation:

Formative evaluation is used to monitor the learning progress of students during the period
of teaching. Its main purpose is to provide continuous feedback tto teachers and
students concerning learning successes and failures while teaching is in process.

Feedback to students in terms of providing reinforcement of successful learning and
identifies the specific learning problems that need correction. Feedbtedchers in terms

of providing information for modifying instructions and for prescribing group and
individual remedial work.

Formative evaluation helps teachers to ascertain the students' progress from time to time
At the end of a topic, unit, segmeat a chapter, teachers can evaluate the learning
outcomes, and based on that they modify their methods, techniques and devices of teachini

to provide better learning experiences.

Teachers can even modify the teaching objectives, if necessary. In otlsr Yyaymative
evaluation provides feedback to the teacher. The teacher can know which aspects of the
learning task were mastered by students and which aspects were not. Formative evaluatiol
helps the teacher to assess the relevance and appropriatetiesseafning experiences
provided and to assess instantly how far the goals are being fulfilled.

Thus, it aims to improve teaching and learning. Formative evaluation also provides
feedback to students. The student knows his learning progress from time.td hus,
formative evaluation motivates the students for better learning. As such, it helps the teacher



to take appropriate remedi al actions. A
revising or improving educational practices is thecoreegqgmd of f or mat i ve

It is concerned with the process of development of learning. In the sense, evaluation is
concerned, not only with the appraisal of the achievement, but also with its improvement.

Education is a continuous process. Therefevajuation and development must go hand
in hand. The evaluation has to take place in every possible situation or activity and

throughout the period of formal education of a student.

Cronback is the first educationist, who gave the best argument for fognatialuation.
According to him, the greatest service evaluation can perform is to identify aspects of the
course where education is desirable. Thus, this type of evaluation is an essential tool to
provide feedback to the learners for improvement of #edlearning and to the teachers

for improvement of their methodologies of teaching, nature of the educatatsials,

etc.

It is a positive evaluation because of its attempt to create desirable learning gdaisland
for achieving such goals. Fornwat evaluation is generally concerned with the internal

agent of evaluation, lik@articipation of the learner in the learning process.

The functions of formative evaluation are:

(a) Diagnosing:




Diagnosing is concerned with determining the naggiropriate method or educational

materials conducive to learning.

(b) Placement:
Placement is concernedth finding out the position of an individual in the curriculum

from which he has to start learning

(c) Monitoring:
Monitoring is concerned with lkeping track of the dato- day progress of the learners
and to point out changes necessary in the methods of teaching, edusatmaegies,
etc.

Characteristics of Formative Evaluation:

The characteristics of formative evaluationare asfollows:

It is an integral parf the learning process.

It occurs, frequently, during the course of teaching.

Its results are made immediately known to the learners.
It may sometime take form of teacher observation only.
It reinforces learning of the students.

It pinpoints difficulties that are being faced by a weak learner.

© © N o g &~ W

The results cannot be used for grading or placement purposes.

10. It helps in the modification of the educational strategies including method of teaching,
immediately.

11. It motivates learners, aspitovides them with knowledge of progress made by them.

12. It looks at the role of evaluation as a process.

13. Itis generally a teachenade test.



14. It does not take much time to be constructed.

Examples:
I. Monthly tests.
iIl. Class tests.
i. Periodicalassessment.

I V. Teacherod6s observation, et c.

3. Summative Evaluation:
Summative evaluation is undertaken at the end of a course of teaching to know to what
extent the objectives previously fixed have been accomplished. In other words, it is the

evaluaton ost udent s® achievement at the end o

The main purpose of the summative evaluation is to assign grades to the students. It
indicates the degree to which the students have mastered the course content. It helps t
judge the appropriateness of edigral objectives. Summative evaluation is generally the
work of standardized tests.

It compare's one course with another. The approaches of summative evaluation imply
some sort of final comparison of one item or criteria against another. It has tloé risk

making negative effects.

This type of evaluation might classify a particular student as weak, for example, and cause
him or her frustration.




To sum up, we can say that formative assessment tests are conducted at regular and freque
intervals duringtie course; Whereas, summative assessment tests are given at the end of «
course or at the end of a fairly long period.
The experiences gained by the student in Commercial Science courses at the secondar
level are evaluated by
3 Structured observation: It is intended to observe the student's behavior in different
educational situations, such as classroom discipline, cooperation with colleagues, and
academic behavior
3 Projects: Commercial Sciencprojects contribute to the development of students'
abilties and skills to get ideas to engage in the market and achieve sustainable
development goals
3 Reports: Reports in Commercial Science courses deal with various topics, such as
commenting on an activity, addressing an accounting, economic or commercial
problems expressing an opinion on a contemporary economic issue, or analyzing the
financial statements of a company for a commercial project
3 Short exams
3 Student's Portfolio: Itis a purposeful and organized collection of the student's work
and achievements rédal to the course, during a specified period, for the purpose of

documenting his learning process and evaluating his performance

What is meant by student achievement is all that he undertakes of assignments, editoria
work, and various performances dgriand outside the class. It is also his production
and contributions to individual and group activities and projects, which he is assigned
to in the various fields of the subject, in addition to his initiatives related to the
development of his learning @ particular field. The file is divided as follows



. Applications: The oral or written activities that are given to the student with the

intention of evaluating a formative assessment in parts of the course, it is applied
mainly during or at the end ¢tie educational situation, or in the form of a home job

. Quizzes: Written questions that are given to students during the educational
situation, in a short period of time (1% minutes) to evaluate what students have
mastered in a particular part of tbeurse

. Reports: Written works prepared by the student, between 200 to 300 words (one to
two pages). Examples of reports that students can prepare in Commercial Science
are: commenting on a field visit, a lecture, a movie, a computer program, or a radio
or television program

. Research papersThese are studies prepared by the student on his own, in which
he uses his experience in writing the research. It reflects his personal effort. Student
should write around 1000 words-8pages) in topics, such as:

0 Expressing an opinion on a contemporary economic issue

0 Addressing an economic problem

0 Analyzing the financial statements of a project

. Projects: These are organizednd integrated works prepared by the student
individually or with the participation of aumber of his fellow students. Examples

of projects in Business courses:are

0 Recording a radio or a television program

0 Afield study for a commercial project

0 Designng a businessvebsite




Lesson Plan for
Communication Skills

Lesson plans include all you need to know in order to, successfuly, teach using the new
course book and the other materials. They provide guidance for dealing with the activities

in the course book and workbook, as well as teactsghated activities.

Alesson plan is a teacherodos detailed de
developed by a teacher to guide class learning. Details may vary depending on the ability
and proficiency of the teacher, subject being covered, and the needs ofléresstlinere

might be requirements assigned by the school regarding the plan, as well. A lesson plan is
the teacherdés guide for running a partic
students are supposed to learn), how the objectivesewttdiched (the method, procedure

of teaching) and a way of measuring the achievement of the objectives (test, worksheets,

homework.. etc.).

Every teacher is required to prepare a lesson plan because this is considered as a guide fi
the lesson. Lesson plaing is important because it gives the teacher a concrete direction
of what he/ she wants to address for that
correlated to teacherso6é planning. One m
teaches can focus on its implementation. When teachers do not have to think about what
they need to do next, they are able to focus more on the lesson. Lesson planning is
important because it helps teachers ensure that theo-akay activities which take place

in their classrooms, are providing students with an adequate level aftlenng progress

toward the objectives outlined in their scope and sequence, as well as their individual



education plans when necessary. An effective lesson plan includes severat®leuach

as learning objectives, quality questions, materials and activities. It is important to have the
learning objectives stated clearly, because those should drive the development and
implementation of all activities in the classroom. Quality qoestiare important to be

listed in the plan to direct the students over the period of the lesson. Sometimes these
guestions are rhetoric in nature, but more often they are designed to help the student think
at a higher level than memorization and simple p@hnension. It is important to come up

with a plan for assessment to determine whether the class has met its targets or not. Lessa
planning is an essential part of the teaching process that changes over time as teachers ge

more handsn experience.

The Importance of Lesson Planning:
Educators, unanimously, agreed that lesson planning is of extreme importance, and it is &
step that must be done carefully in order to achieve success, because:

1. Through lesson planning the subject is organized properly.

2. It keeps the teacher free from the faults of thoughtless teaching.

3. It provides learners with a proper atmosphere for learning.

4. It provides teachers with a clear idea about when they start evaluation and when they

should proceed to the next lesson.
5. Lesson fans help in organizing teaching and save time.
6. Lesson plans allow teachers to apply appropriate strategies.

7. Teachers will be more ready and confident while teaching the lesson with planning.

Steps to Write a Lesson Plan:
Lesson plans contain a numbdraommon elements to support you, as a teacher, in

understanding the | esson objectives, anc




The nature of lesson planning differs in form and content depending on the type of plan to

be created (annualquarterly- unit of study- class). A lesson plan is a brief theoretical

document for what is to be implemented in the classroom. It is usefidechers to take

into account the following steps when writing their lesson plans:

1. The lesson plan is important, so writing the information down is very important, to
keep track of what the teacher and learner have accomplished.

2. Resources, applicatios and software: The teacher determines the type of resource
and software used in implementing the lesson, such as the whiteboard, the interactive
board, worksheets, presentations, and other things.

3. Citizenship Values {alue Activated): The teacher defines the valusbould be
gained from the lesson.

4. Engaging Starters (Getting Started):

1 It is the main entry point for accessing any class, and it is useful to differentiate

between it and the assessment of tribal learning, as its impkeioa is feasible and falls

under the incentive preparation. However, building new experience is based strongly on
recalling the previous experience of the learners, and this is often accomplished in building
economic and accounting concepts. Furthegases where two outcomes are linked to
each other, or the decreed6s achievement
it IS not always necessaryo have a close connection between two successNesS.

1 It is necessary that the introductorgtiaity to be attractive, closely related to the

topic discussed, and it is desirable that the learner be an active participant in it. Example:

Students acting out a dialogue, showing a clip from a movie, news from a local newspaper

.. etc.

5. Learning Objectives: Objectives should be stated clearly and the can be taken from

header of the lesson in the textbook.



6. Duration: It is important for the teacher to set a time for each activity in class to

ensure that all lesson objectives are covered. Managingrticiass is one of the
most important characteristics of a successful teacher.

7. Procedures and Teaching Aids:

T

The teacher's rolein this field, teachers write briefly all the instructions, initiatives

and activities they will assign to learners.

T

The roleof the learner (the student)in this field, teachers write all the responses,

activities and inttiatives that learner are expected to do.

8. Evaluation for the sake of learning: In this field, teachers write the evaluation

methods and tools they will use ¢valuate learning in the class.

Conclusion of the lessonilt is a planned activity that all students carry out at the end

of the lesson to summarize what they have learned, return to the lesson objectives,
reflect on what they hawchieved, and thinkbout how they worked. The conclusion

of the lesson is important for the student as it helps him remember what has been
learned, connects the student to the lesson objectives, and enhances the student
motivation and sense of achievement. It is imporfanithe teacher as it helps him
evaluate student learning, leads him to plan for furtherdmegher learning, and gives

him an opportunity to reflect on the effectiveness of the teaching process.

10.A contemplative pause:lt is necessary for the teacher tet sipart for notes in his

planning that he can use in recording the new situations he faces, or the difficulties and
obstacles that prevented the achievement of goals. It also determines whether the
objectives have been successfully achieved, or the lessmires a change ithe
teaching strategy, the type of activities, or that it needs more reinforcement and

remedial activities.

11.Assessment methods for learningT his field specifies the methods of assessment to

ass learning, such as feedback, questionsaselfs e s s me nt |, or peer



12.Skills of the 21st century:The teacher defines the skills of the 21st century that should

be covered in the implemetitn of the lesson.

13.Teaching and learning strategies: The teacher defines the strategy/ies used in the
lesson.

14.Strategies for differentiated instruction: The teacher defines strategies for
differentiated instruction that should be used in the classroom.




Lesson plan template:

Subject/code

Class

Day

Date

period

Topic:

Chapter:

Sources and Resources

Cc Textbook ¢ Whiteboard ¢ Worksheet ¢ Colored papers

C Presentation C Other:

Link between subjects

Value Activated

Engaging Starters

Time

Time

Educational
Objectige

Teaching &m@rning
Strategies

Assessment f
Learning

Procedures




Lesson Closer

Time

Supporting Students

Enrichment Activities

Challenging Question

Meditative Pause

O O O O

ObjectivesareSuccessfully Accomplished
The lesson requires a changelw eaching strategy
The lesson needs to change the type of activities

Skills of the c

@

Critical Thinking

1%
[ i

Communication &

4

Teamwork

iy

Creativity &
Problem Solving

Ay

i .' i
Leadership &
Decision Making

21st century

Cc C
=) x
Local & é E @
International
C Citizenship c Initiative c Digital Literacy Global Awareness

Strategy Used

Learning Patterns
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Aims & Objectives

At the end of thecourse,students should be able to:

3 understand communication in the business context.

s develop an awareness of the importance of effective
communication.

5 composebusiness correspondences effectively.

s use spoken English effectively in a business
situation.

s know the importance of the telephone as a means of
communication.

3 understand meetings as means of communication.
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Report Display Board
o £ ¥A R A

Guidelines for the report display board:

3 Title the display board by STAGES OF MEETING. And each section by
follow T Before, During and After the Meeting.

3 Write a general description of stages of conducting a meeting.

3 Explain each stage by using some samples of (agenda, notice and

minutes), andome pictures of each title.
3 Your project display board should be like the figure shown below.

Before gy Meetiy, After the Meeting
4 .
Stages of Meeting ]
S — -
. . //
During the Meeting - —
-
(%] g o ()
o —
3 E] £ 2
e ® 3 a
= e & & o o || ——
E E g g
- = oy o ® @ g o
a c ] =
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LESSON 1

Communication Process

Outcomes:

By the end of the lesson, studel

will be able to:

Adefine effective communication.

A draw the communication proces

A differentiate between onegay
and tweway communication.

Amemories the purpose
communication.

Aunderstand how communicatic
barriers can arise, and how th
can be reduced or removed.

Martials:

Text book pages 117
Dictionaries

Glossaryi text book page 30
Work Book pages-81

Model Lessons

Teaching Strategies:

A Collaborative Learning Strategy
A Dialogue and Discussion Strategy
A Think-PairShare Strategy

A Critical Thinking Strategy

21°* Century Skills:

ACritical thinking and problem
solving: Reinforce systems thinking
and the interconnectedness of listening,
speaking, reading and writing in
English.

AGlobal awareness: reinforce the
learning of other languages and
cultures to communicate through
speaking, listening, reading and
writing.

Value Activated:
A Belonging

A Loyalty

A Citizenship

A Gratitude

A Quiality of Work
A Commitment

A Responsibility

Link to prior learning:

AHorizontal: The reality of life.

AVertical:  Link with the subject
Introduction to Office Management
(V)Y L),

Vocabulary:

A Communication

A Oneway communication
A Two-way communication
A Barriers



Starter

A Ask students toread the Getting
Started (engagingtarters) activityin
pagel2.

A The students should first think and
then write down the answers by
themselves.

A Later, the students will correct their
answers by themselves.

A The teacher will finally follow up with
the students by displaying the topic
through the slide shaw

1.1 Communication Process

Getting Started

People in busmess exchange mformation all the time.  For example:

* A manager grves mstructions to employees.

* A customer places an order.

* A sales manager may telephone the production manager to ask if a
customer order & ready.

Look at the communication example below and answer the questions:

A team meeting - —.
v

» Identify the sender, recefver(s). and the message i the above example of
communication
Introduction:
Between gettng up i the mommng and gomg to bed at night you commmmicate with many
people, usmg different commmnication methods. You speak to your family members over
breakfast. chat to your fiends on the way to school listen and speak to teachers, text
friends. Bsten to television news, read newspapers and much more.

Busmesses ako commmunicate with many mdnidualks and groups. Like you, they use
many different methods to icate ther ges. They ako recefve messages. In
this lesson, you wall study the importance of effective communication to busmesses and
the purposes of & You will akso leam about those things that might prevent effective

commmunication These are kmown as bamiers to communication.

12

Answer

Sender: Manager

Receiver(s): Staff/salesperson

Message: "We have to increase sales this
month. Every person who meets his/her
sales target will get a bonus of BD100

Learning Objective:

The student should be able tgecognize
the meaning of communicationwithin

10 minutes based on the activity.

A The teacher wil display a question

regardingthe first objective.
A Search the internet for

optical

llusions to use in this lesson, being
careful to choose appropriate pictures.

A Show one or more of these images and
|l ead a discussion o
state that when we see things, some

peopl e may

Nper c

differently. It is the same with
communication. We may be
communicating with people, and they
may perceive something different
from what we are saying thus the

message is misunderstood.

Sample Question:
Communication defined as

or exchanging
, opinions or ideas through

written, or visual means or

any combination of the three

A The teacher wil then follow up by
displaying the right answer in the slide
show and will provide feedback to the

answers.

Strategy Used: Critical

@ ('D@ Thinking T discussion.

ﬁ;@ﬂ Learning Patterns: Visuali

Auditory T Kinesthetic



The student should be ablgo outline
the communication processwithin 15

minutes based on the activity.

A The teacher wil display a question
regarding the second objective.
A As you discuss the five parts of the
communication process, be sure to
make connectionso figure on page
14 Sender, Receiver, Message
Content, Message Channel, and
feedback Distribute  graphic
organizer: The  Communication
Process and alow students to take
notes.
During discussion, remind students to
consider:
Who will receive the message? -
What message they want to send? -
How they should send the message?
What factors are invodd when
sending the message?
A Ask students to open workbook page
8 and read question 4/(b).

—_( = —C =

A In pairs, give students two or three
minutes to think and write down the
answer in draft paper.

A Draw a communication process, and
choose one pair to answer a pdrthe
process. Ask other pairs if they agree
with the answer.

Answer

end a meetin
o o it mew o

Attend the meeting

®

Activity (1.1.1) 7 page 14:

A Ask students to open textbook page 14
and read activity (1.1.1).

A In pairs, give students two or three

minutes to think and write down the

answer inworkbook page 10

Draw a communication process, and

choose one pair to answer a part of the

process. Ask other pairs if they agree

with the answer.

A

Answer

Sender: Teacher

Receiver(s): Students

Message: Lesson Topic "Communication
Process".

Channel:  PowerPoint presentatioin
white boardi paperi peni book.
Feedback: students' answers.

Noise: light 1 noise (students' own
answers)

Strategy Used:  Critical
9@ Thinking - Think-PairShare

s

The student should be able to
differentiate between oneway and two-
way communicationwithin 15 minutes
based on the activity.

Learning Patterns: Visuali
Auditory - Kinesthetic

The teacher will display a picture on page
14 and willdiscuss with the students about
the differences between Onay
Communication and Twavay
Communication and write on table all
students answers.



Feedback  memage seceived i understood

Figure 112

- Activity (1.1.1)
» With your partner, draw the communication process that took place during
the lesson, and then identify its parts and all possible channels that were used.

Noise is the unplanned distortion or interference during the communication
process that results in the receiver getting a different message than the sender
sends. In addition, it may occur in any of the steps in the communication
process
One-way and Two-way Communication:
When choosing to communicate effectively, there will be a need to decide whether the
purpose will just be sending information (one-way communication) or whether a
feedback will be needed (two-way communication). One-way communication is useful
for:
» Clanfying or reminding.
» Giving instructions.

» Providing information,

n
R
*ﬁ‘h -'g
Figure 1.1.3 The differance batw sen
e e oy oruremica
O way

o k\ Two-may

The advantage of one-way communication is that it is faster and less expensive than two-

way communication. The difference is summarized in Table 1.1.1.
14

Activity (1.1.2) T page 15:

A Ask students to open textbook page 15
and read activity (1.1.2).

A In pairs, give students two or three
minutes to think and write down the
answer inworkbook page 10

A Choose one pair to answer a question.
Ask other pairs if they agree with the
answer.

Answer
A Oneway communication
A Two-way communication.
A Two-way communication.
A Oneway communication
@ @@ Strategy Used:  Critical
Thinking - Think-PairShare
Learning Patterns: VisualT
Auditory - Kinesthetic

The student should memories the
purpose of Communication within 10

minutes based on the activity.

One-way Communication Two-way Communication

The person receiving the message
cannot reply to it

Sender Resaiver

The person receiving the message can
give a feedback
Sender Rereiver

Both the sender and the receiver are
involved in the communication.

A manager gives instructions but the
employees cannot confinm that they
have understood the message.
Mistakes are possible as there is no
feedback,

Feedback allows both to check that the

message has been received and

uvnderstood.

Examples: notice boards, posters, web | Examples: meetings, telephone, video
pages. signs. conferencing

Table 1.1.1 Tne Diference of One-way nd Twe-way Communication

m Look at these examples of different types of business communication, and write
whether it is a one-way or a two-way communication:
» A fire safety notice.
» A complaint from a customer about a faulty product he/she has bought.

» A sales order from a customer.
» A company website

Purpose of Communication:

Effective communication is vital for the efficient running of a business. Problems will
arse if instructions are not clear and goods are delivered to the wrong address. What will
happen to employees if they don't understand instructions? The purposes of
communication are stated in Figure 1.1.3

®Pass and receive messages
#® Check and receive feedback

Give instructions

Purpases of commumeian Method to discuss issues

15

The teacher should explain the purpose of

communication on page 15 in the

textbook. And explain the reason of
effective communication for a business as
follow:

Effective communication means that the

correct message has been sent using an

appropriate method, received and
understood. This is important, for many
reasons:

A The right products are made or jobs
done, so less time and resources are
wasted.

A Correct deci®ns are taken. Wrong
decisions can lead to inefficiency and
lower profitability.



A Motivation improves. Employees feel
valued, so less likely to leave.

A Maintaining business image: customer
dissatisfaction could mean fewer sales.

A Better coordination:  forexample,
suppliers want to know when materials
are needed. Lenders wants to be kept
informed about financial requirements.

A The teacher wil display a question
regarding the second objective.

Activity (1.1.3) 7 page 16:

A Ask students to open textbookged 6
and read activity (1.3).

A In pairs, give students two or three
minutes to think and write down the
answer inworkbook page 11

A Choose one pair to answer a question.
Ask other pairs if they agree with the
answer.

Answer
A To persuade customer
A To evaluate a new employee
A To meet human and cultural needs
A To motivate employee

Strategy Used:  Critical
@ @@ Thinking - Think-PairShare

Learning Patterns: VisualT
Auditory - Kinesthetic

The student should be able to
understand how communication
barriers can arise, and how they can be
reduced or removedwithin 20 minutes
based on the activity.

— Activity (1.1.3)

With your partner, write three reasons which make communication vital for the
efficient running of a business other than illustrated in Figure 1.1.3, and then
report back to your class on what you have found out.

» Provide information.

» Give instructions to an employee.

g

Communication barrisrs
destroy vour message

Barriers to Communication:

Every step in the communication process iz necessary
for effective and good communication. Blocked steps
become barriers. The common barriers to effective
communication are listed below:

= Information overload

» Poor listening skills

» Difficult language: Use of jargon or terms, which
are too technical, should be avoided.

» Difference in belief. style. and society (culture).

» Physical and environmen tal barriers (uncomfortable place, unhygienic room,
‘background noize, poor lighting, an environment that is too hot or cold)

» Lack of feedback.

» Selecting wrong channels.

Overcoming Barriers:
Because communication is so important in an organization, there are attempts to improve
communication effectiveness. The list below

. communicate effectively:

contains some of the techniques that help

16

Teacher explan the meaning of
communication barriers as follow:

For communication to be effective, the
receiver has to receive and understand the
message sent. If any part of the process
break down, this barrier wil stop the

message from getting through as intended.

- The sendefi wrong message sent,
speaking too gakly.

- The message itselfi too much
information, inappropriate language
used.

-  The method of communication usied
technical problems.

- The receiveri not listening or
receives unclear message.



Barriers to communication: any factor
which causes a breakdown in
communication.

distort or destroy

your message

Communication
Barriers

Develop the values of good
citizenship that are based on
respect and acceptance of
others, and acceptance of
pluraism and diversity in
society.

E

The teacher wil display a question
regarding thdifth objective.

Communicationin Susines | Lesscn 1.1 Date S
Q7: Reorder the following procedures for the communication process:

1.[ ] Therec

2. The sender uses a certain channel,

r gives his/her feedback and expresses his/her reaction

3. ’_ The sender has a message
4. ’_ Many kinds of barriers interfere with the 1
5,’_‘I=w.-..| s sending his sage.
6. |: The receiver had the message.
Q8: |Inthe table below, there are some barriers in the problems listed below. Mention the
barriers and how you can overcome these barriers.
Barrier Methods to overcome it

Workbook: Question 8i page 9:

A Ask students to open workbook page 9
and read question 8.

A In groups give students two or three
minutes to think and write down the
answer inworkbook page 9

A Choose one pair to answer a question.
Ask other pairs if they gree with the
answer.

Answer
Problem 1: Language, which is too
difficult, is used. The receiver may not
understand 6Jargonbd
Barrier: Difficult language.
Methods to overcome it:
Use a simple and an understandable
language.
~ Avoid technical terms.

Problem 2: The message is too long and
contains toomuch detail, whichprevent
the main points to be understood.
Barrier: Information overload.

Methods to overcome it: Avoid
information overload. @ The message
should beclear and brief

Problem 3: The wrong channel is used,
so the message is not received on.time
Barrier: Timing / wrong channel
Methods to overcome it: Choose
method that allows for quick response, for
example, textand phone

Problem 4: An important message was
put on the notice board which most people
canodot see.

Barrier: Selecting wrong channel.



Methods to overcome it: Select a proper
channel my pass an-mail or a memo.

Problem 5: The receiver might not be
paying attention.
Barrier: Receiver not listening poor
listening skills.
Methods to overcome it:

. Keep message simple and clear.

. Ask for feedback.
Strategy Used:  Critical
@ o, Thinking -  Collaborative

©> Thinki
ﬁ;@ Learning

Learning Patterns: Visuali
Auditory - Kinesthetic

Lesson Closure

A Review terms, definitons, and
objectives.

A Questions and Answers: -

1. What are the purposes of
communicatiof

2. Why is twoway communication
effective?

3. As you were participating in the
class activities, what distractions
occurred that interrupted your
listening?

4. When communication IS
consideredo beeffective?

A Teachemay test student understanding
with thelesson quiz



https://study.com/academy/practice/quiz-worksheet-organizational-hierarchies.html

LESSON 2

Communication Channels

Outcomes:

By the end of the lesson, studel

will be able to:

A describe the various channels
communication used in th
office.

A give example of visual channe
of communication.

A give example of nonverb:
channels oEommunication

Martials:
A Text book pages 183
A Dictionaries

A Glossaryi text book page 30
A Work Book pages 126

A\
Model Lessons

Teaching Strategies:

A Brainstorming Strategy

A Collaborative Learning Strategy
A Dialogue and Discussion Strategy
A Think-PairShare Strategy

21°* Century Skills:

ACritical thinking and problem
solving: Reinforce systems thinking
and the interconnectedness of listening,
speaking, reading and writing in
English.

AGlobal awareness: reinforce the
learning of other languages and
cultures to communicate through
speaking, listening, reading and
writing.

Value Activated:
A Belonging

A Loyalty

A Citizenship

A Gratitude

A Quality of Work
A Commitment

A Responsibility

Link to prior learning:

AHorizontal: The reality of life.

AVertical:  Link with the pervious
lesson (communication process)

Vocabulary:

A Written communication.

A Oral communication.

A Visual communication.

A Nonverbal communication.

A Social media communication.



Starter

A Ask students toread the Getting
Started (engaging starters) activity
pagelo.

A The students should first think and
then write down the answers by
themselves.

A Later, the students wil correct their
answers by themselves.

A The teacher will finally follow up with
the stulents by displaying the topic
through the slide shaw

1.2 Communication Channels
Getting Started

For

[Busmesses use a vanety of ds to p

communication might be face-to-face or written Information can be sent by e-

mail or by postal system  Look at the examples below and suggest sugable

methods of communication for each of the following cases:

Case 1: A busmess wants to mform a customer that an order will be delayed
because an fem s out of stock

Case 2: An employee has to be informed that they have been promoted to a
senior position and will be enfitied to a higher pay.

Case 3: A worker needs permission from a supervisor to finish work 15 minutes
early to take her daughter for a hospital appointment

s 0 i

Figure 121 Sraepies o Communcston = Bxshess.

Introduction:

A commumication media 5 smply "how” your message & sent to the recemver. and £ &5
often referred to as the communication channel Let's take 2 look at some of the different
types of communication Channels avaible.

Communication Channels:

Choosing the night channel to communicate your message & just as important as the
message fiself If you use the wrong channel your message may never get through to the
recefver or may be msunderstood.

When deciding which of the communication channel would be best for your message.

you should take mto consideration:
19

» Wil # meet the busimess objectives?

Answer

Picture 1. A telephone call

Picture 2: Letter of Promotion
Picture 3: Fac#o-face communication

Learning Objective:
The student should be able talescribe
the various channels of communication

used in the office within 10 minutes

based on the activity.

» Who is the target receiver?

» How much will it cost?

» How quickly does a ze need to be tr
» Does a record need to be kept?

A message may be sent in one or more of the following ways as shown in Figure (1.2.2).

Written
Communication

Oral
Communication

The use of spoken The use of written
words in conversation,
giving instructions,

meetings, radio and

words in letters, e
mails, memaos, faxes,
reports, and

telephone. agenda/minutes of a
meeting etc
Visual Nonverbal
Communication Communication

The use of poster, films, The use of personal

videos, charts, graphs,

<

sense as nodding, facial

and advertisements. expressions, and
gestures.
Figure 1.2.2: Communication Channel
1. Oral Communication: 5 »
Oral Commurication:
Oral ges are d using spoken language. *&tesen &, puge 7l
2. Written Communication: b

Written

There are many forms of written communication: letters, memos, 0 oo

Lesson 2.1, page 33.

sign, poster, drawing, photograph, chart, diagram, table or

television advertisement, can be included in the field of visual ial \I @

communications.
Visural Communication (1.2.1)
. » Visual communication is the conveyance of ideas and information in forms

reports, notices, faxes, e-mails, agendas, minutes and so on.

3. Visual Communication:

Any image that is used to communicate an idea, whether itisa

that can be read or looked upon.
20

The teacher wil display a question
regarding the first objective.

Sample Question:

Noora owns a small fabric businesgs
fashion is always changing, Noora knows
it is important to communicate with her
customers

Explain two methods of communication
Noora might use.



Sample Answer:

Method 1: E-mail, as Noora can include
pictures of sample fabrics so her
customers can see what the choices are.

Method 2: Phone, so Noora can call to
notify customers straightaway when the
new designs are available.

After that the teacher write down all
possble answer of students and let them
to classify them in each group.

Explain the four parts of the
communicationchannels and to ensure
that each method has different uses. Most
methods can be used for both internal and
external communication.

Tip

Verbal, written and visual are categories
not methods of communication. If you are
asked to identify a method, name a
specific example such as emailetter i
telephone call.

Tip

Methods are useful for different purposes.
Choosing the right method tase in a
given situation is vital for effective
communication.

Critical
Collaborative

Strategy Used:

(@ 945} Thinking -

ﬁ;@a Learning

Learning Patterns: VisualT
Auditory - Kinesthetic

The student should be able togive
example of visual channels of
communication within 15 minutes
based on the activity.

A The teacher wil display a question
regarding the second objective.

A Search the internet foexamples of

poster, chart, diagram, table or an

advertisemento use in this lesson,

being careful to choose appropriate

pictures.

In pairs, give students two or three

minutes to think and write dowia

definition to visual communication

Strategy Used:  Critical
@@ Thinkihg -  Collaborative
Learning

Learning Patterns: Visuali
Auditory - Kinesthetic

The student should be able togive
example of nonverbal channels of
communication within 15 minutes
based on the activity.

Running dictation (pairs). Text gives a

brief definition of nonverbal
communication.
Teacher gives instructions  without

speaking through gesture and mime.

Text:

Nonverbal communication is the

unspoken communication that goes on in
every facdo-face encounter with another

human being. It tells you their true



feelings towards you and howell your A Choose one paif studentso answer a
words are being received. 90% of our question. Ask other pairs if they agree
message is communicated nonverbally,  with the answer.

and only 10% is actual words.

Answer
Elicit ononverbal cA Happy /success om
the preceding text. Students brainstorm A Arguing
terms ontothe whiteboard, teacher adds A Upset- frustrated

missing key items.A brief discussion o A Not believing— doubing of what you
the  importance of nonverbal say

communication. AStudent sdéd own answer

A Body language is amportant element

e CommunicGa::mnrestouch: and eye contact (or lack of eye contact) are Of Communlcatlonln the Workplace

Q @ A S S Improving manager abilty to read,

MO R R T understand and interpret body language
B wil increase his communication
N a— competency.

» Aprocess of ication through sending and receiving wordless
messages.

- — (1.2.1 not what you say, it's how you say it." Strategy Used: Critical
> 310 you agree with the above statement? Discuss with your colleague during @ ®@ Thlnklng = Thlnk'PaIr'S hare
e Learning Patterns: Visuali
Y — Auditory - Kinesthetic
4 iyt

fi - oo Develop the values of good
| -—e = citizenship that are based on
0 et s i respect and love of work and

teamwork in society.

Vacsal Expomsascms b a1 happewsa, srpese.
Toae, sadbrsa. amger, dragisst/ conmempe

poinsing, and

B Lesson Closure
o A Review key terms, definitions, and
. objectives.
A Questions and Answers: -

Activity (1.2.2) T page22: 1. What are the four types of
A Ask students to opetie textbookon communication channel?

page22 and read activity (2.2). 2. Give  examples of Vvisual
A In pairs, givethe students two or three communication.

minutes to think and writelown the 3. Give examples of nonverbal

answer intheworkbook page 16 communication.




Activity (1.2.3) T page?23:

A Ask students to opehetextbook page
23 and read activity (2.3).

A In pairs, givethe students two or three
minutes to think and write down the
answer inworkbookonpage 16

A Choose one paif studentgo answer a
guestion. Ask other pairs if they agree
with the answer.

Answers

A Oral:  meetingi telephone call-
interview 1 video conferencing.

A Written: reporii faxi letteri e-mail.

A Visual: diagrami posteri graphi
diagram.

A Nonverbal: eye contattappearance
time 1 gestures.

A The eacher may testthe student's
understanding witlalesson quiz
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LESSON 3

Organizational Communication

Outcomes:

By the end of the lessothestudents

will be able to:

A explain what anorganizational
communication means.

A differentiate  between intern:
and external communication.

A categorize the formal an
informal communication in ar
organization.

A compare between the differe
types of formal communication.

Materials:

A The &xt book pageg4-29

A Dictionaries

A Glossaryi thetext book page 3(
A The work book pagedl7-26

\

Model Lessons

Teaching Strategies:

A Brainstorming Strategy
AThink-PairShare Strategy

A Collaborative Learning Strategy

21°* Century Skills:

A Communication and collaboration:
reinforce the importase of team
building and collaboration with others.

AGlobal awareness: reinforce the
learning of other languages and
cultures to communicate through
speaking, listening, reading and
writing.

Value Activated:

AThe sense ofddonging
A Loyalty

A Citizenship

A Gratitude

A Quality of Work

A Commitment
AResponsibility

Link to prior learning:
AHorizontal: The reality of life.
AVertical:  Link with the previous

lesson (communication process), and

OP111 (Levels of Administration).

Vocabulary:

A Organizational communication
A Internal communication

A External communication

A Formalcommunication



Starter

A Ask the students toread the Getting
Started (engaging starters) actiig
page25.

A The students should first think and
then write down the answers by
themselves.

A Later, the students will correct their
answers by themselves.

A Theteacher will finally follow up with
the students by displaying the topic
through the slide shaw

1.3 Organizational Communication

Getting Started

An organization &5 a composite of many mdividuals working together towards
is growth They are constantly mteracting with each other and with people
» In groups, draw the organization chart of your school Use your chart to
decide who are the people mside your school that commmnicate with each
other?
» Does your school commmnicate with people from the outside? If yes.
mention them
Introduction:
If you have ever had a job, you are lkely to understand that there are different ways to
communicate with colleaspes and employers. This lesson descobes the role of
organizational communication in the workplace while defining terms such as dowmward,
upward, hort 1 and nformal ication

Organizational Communication:
Organizational ¢ ication, or the sh

ing of
organizational information. remams a vial and
critical tool when trying to create and maintain a
competitive advantaze ~ Without organizational |==
communication. i would be extremely difficult to
Imow what an organization stands for, why # exists,
who = customers are, how work & completed, who
has authority over others and so on.  See Fizure

(1.3.1) for types of organisational

Answer

1. The gudents' own answer

2. Yes, sme departments of the Ministry
of Education - Ministry of Health i
Parents cleaningcompanie® et c .

P 2

Learning Objective:
The student should be able toexplain
what an organization communication

meanswithin 10 minutes.

A The teacher wil display a question
regarding thdirst objective.

A Showthe studerst anexample of an
organization chart to use in this
lesson,and make surdo choose
appropriate picture.

A Ask the students to show the pathway
of messages from each level of
management.

A In pairs, give students two or three
minutes to think and write dowthe
answers

A The teacher wiffinally follow up with
the students by displaying the topic
through the slide shaw

Strategy Used:  Critical

Thinking - Think-PairShare

Learning Patterns: Visuali
Auditory - Kinesthetic

s
=

Develop the values of good
citizenship that are based on
respect and love of work and
teamwork in society.

The studens should be able to
differentiate between internal and
external communication within 15
minutes based on the activity.

A First, askthe students to write what
they thinkthe internal communication
means to a business.

A Then, ask if they have any ideas about
theexternal communication.




Draw on the board or display on slide Answer

a shape or symbol representing a A Internal communication
company. Then draw an arrow down A External communication
to the left with a shape representing A External communication

by

Al nternal 0O and o n €A Internal communication h t

f or ARNExternal o.

A Ask forthestuderis response® what Workbook: Question41 page20:
types of communication are internal A Ask the students to opemvorkbook
and external and record each underthe  page20and readjuestion 4 first table
correct columns. A In pairs, give students two or three
minutes to think and write down the
answes in the workbook
A Choose one pair to answer a question.
Ask other pairs if they agree with the
answer.
Internal and External Communication:
There are two types of ion b are d with: mtemal and Answers
extemmal Points of Internal External
LE 1 ication i when ges are sent between people working in the . . . . .
e g B b difference communicatiac communicatic
» A manager giving a verbal wammg to a subordinate for poor punctualty.
» A report sent from 2 sales manager o a purchase manager. When messages Maintaining
2. External communication mcindes those commmnications between organizational sent betWeen re|ati0nship Wlth
members and extemal parties such as ¢ afz 2 &
imestors and the general publc. Some of the man examples of exemal Purpose people working in | external parties
c.o m:;::::::g::;sms@pmA the same
» Sending mformation to customers about prices and delivery times.
» Advertising goods or services. organization.
Figure 1.3.2 shows the differences between mtemal and external commmunication. F I d N I f i
. ; orma an O classirication
g St Types |
e ’ﬁ‘: informal
Soveitinent : Costeners Staff at same | customers,
@_’ i N '..| origination manufacturers,
. = ‘ e Receiver shareholders,
investors and the
ACtiVIty (1. 3.1) ‘Il pagez7: general PUbIIC
A ASk the StUdentS to Op?ﬂ_ne tethOOk A report is sentfrom | Orders for goods
onpage27 and read activity (B.1). ,
. . examples a sales manager to a from suppllers.
A In pairs, give students two or three )
minutes to think and write down the ptirehase mahager-

answer intheworkbookon page 22 © Strategy Used:  Critical
A Choose one pair to answer a question. @ @ Thinking - Think-PairShare

Ask other pairs if they agree with the Learning Patterns: Visuali

answer. Auditory - Kinesthetic




The studens should be able
cateqorize the formal and informal

to

communication

in an organization

within 15 minutes based on the activity.

[— | Activity (1.3.1)

& The table below sets out the types of commmmnication used by Aradous Tread
Company. Complete this tzble by identifyins whether the method of
communication i infemal or external

Example
|» An e-mail = sent by the manager to Aradous Tread
Company's employees about the pew data
protection rules_
» Armadous Tread does a telephone survey with the

IntemalExternal

company customers.

» Aradouse Tread's accounting manager has a
meeting with ABC Bank

» A monthly newsketier & posted to all employees_

Formal and Informal Communication:
Formal communication taskes place when the officsl

-

= -
charnel of communication & used within an organeation

Examples of formal commmnication are letfers, memos,
faxes_ official meetings and reports ___etc.

=

The Direction of Formal Communications:
A typxcal organtzational chart for a business s shown below m Figure 1.3.3. Look at the

amrows, they indicate the direction of communication
27

ication & the ion of mformation through non-

official channels within the organization Waiting fo uze the photocopier,
a conversation during the break, or chatting at a social event are examples
Df an informal communication.

A
A

A

The teacher will display a question
regarding thehird objective.

Display two pictures of formal and
infformal communicaton in a
business be careful to choose
appropriate picture.

Ask the studentgo figure out the

difference betweethe two pictures

A In pairs, givethestudents two or three

minutes to think and write down the
answer

The teacher will finally follow up with
the students by displaying the topic
through the slide shaw

Workbook: Question41 page20:
A Ask thestudents to opeworkbookon
page 20 and readquestion 4 second

table

A In pairs, givethe students two or three
minutes to think and write down the
answes in the workbook

A Choose one pairf studentgo answer a
guestion. Ask other pairs if they agree
with the answer.

Answer
Points of Formal Informal
difference  communicatioi communicatiol
Formal Informal
communication | communication
takes place when the | the transition  of
Definition official channel of | information through
communication is | non-official channels
used  within  an | within the
organization. organization.
Information can flow | Information flows
Information only upward, | freely to all direction
flow downward, and
horizontal.
Formality Formal Informal
It have documentary | It has no
Evidence evidence documentary
evidence
Cost Expensive Less expensive
It is slow and time | It is fast and d time
Speed . .
consuming saving
letters, memos, faxes, | Waiting to
Examples official meetings and | use the e photocopier

I‘EPOI’IS ...etc.




Critical

Strategy Used:
{0} Thinking - Think-PairShare

@ @
Learning Patterns: Visuali
Auditory - Kinesthetic

The studens should be able tacompare
between the difference types of formal
communicationin 15 minutes.

The teacher displaya question regarding

thefourth objective.

A Display the picture on page 29 that
shows the directon of formal
communication.

A Ask the students to figure ouhe
difference between the red, green, and
yellow arrows.

A In pairs, give students two or three
minutes to think and write dowthe
answers

A The teacher will finally follow up with
the students by displaying the topic
through the slide shaw

Activity (1.3.2) 1 page?29:

A Ask students to open textbook page
and read activity (B.2).

A In pairs, give students two or three
minutes to think and write down the
answer inworkbook page 22

A Choose one pair to answer a question.

Ask other pairs if they agrewith the
answer.

7 * - “’Aﬁ'\
{ |
-« IR IS [T S N
» o n &
(03_@ d as
| | | 1
| | | |}
- — 1
& e:l &

i

Sales were below the target at the ABC Retail Store. The Sales Manager (Mrs.
Amal A¥) was very concemed about this. She decided to write to all staff. to
'wam them of the problem of fallng sales and how jobs were nowat rsk In
the memo she asked for xeas on how to increase sales. Staff were asked to
confirm that they had recefved the memo and mform her if they had any good
adeas.

» Who s the sender of mformation m the above case?

» What is meant by downward communication? (Use an exzmple from the case zbove)

-

» What 55 the communication channel that has been used?
» Who & the receiver of the 2
» Dad the

ion mvolve feedback? CIYes TINo

Answer

A Mrs. Amal Ali / Sales Manager

A Downward communication is when
messages are sent from managers to
subordinates As anexample from the
case a memo from sales manager to all
staff.

A Memo

A All staff of salesdepartment.

A Yes,themanager asked to confirm that
they received the memo and inform her
if they had any good ideas.

Strategy Used:  Critical
@@ Thinking T Discussion

s



Learning Patterns: Visuali
Auditory - Kinesthetic

Developng the values of good
citizenship that are based on
respect and love of work and
teamwork in society.

Lesson Closure

A Review terms, definitions, and
objectives.

A Questions and Answers: -
1. What are the four types dbrmal

communication?
2. Give examples of internal
communication.
3. Give examples of informal
communication.

Workbook: Question31 pagel9:

A Ask students to opemorkbookpagel9
and readjuestion 3.

A In pairs, give students two or three
minutes to think and write down the
answes in theworkbook

A Choose one pair to answer a question.
Ask other pairs if they agree with the
answer.

Answers

Upward communication
Informal communication
Internal communication
External communication
Downward communication
Horizontal communication

SOk wWwNE

A Teacher may the test student
understanding with thiesson quiz
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LESSON 4

Methods of Written Communication

Outcomes:

By the end of the lesson, studer
will be able to:

A list the methods of writter
communication.

A identfy the parts of &
memorandum.

Materials:

A Text book page83-38

A Dictionaries

A Glossaryi text book pag&6
A Work Book page£8-33

Model Lessons

Teaching Strategies:

A Dialogue and Discussion Strategy
AThink-PairShare Strategy

A Critical Thinking Strategy

21°* Century Skills:

A Communication and collaboration:
reinforce the important of team
building and collaboration with others.

AGlobal awareness: reinforce the

learning of other languages and
cultures to communicate through
speaking, listening, reading and
writing.

Value Activated:

AThe sense ofddonging
A Loyalty

A Citizenship

A Gratitude

A Quality of Work

A Commitment
AResponsibility

Link to prior learning:

AHorizontal: The reality of life.

AVertical:  Link with the pervious
lesson (Written communication).

Vocabulary:

A Memorandum
A Enclosure

A Referenceritials



Starter

A

A

Ask the students toread the Getting
Started (engaging starters) activity
page34.

The students should first think and
then write down the answers by
themselves.

Later, the students will correct their
answers by themselves.

The teacher will finally follow up with
the students by displaying the topic
through the slide shaw

2.1 Methods of Written Communication

Exphin which commmunication channel you would use, and why, for each of the

followme sinahons:

» Anmvitation to all employees fo a family fin day.

» A = 10 heads of deg about a ing in two days' time.

» A customer who has not yet pax for soods supphed two months ago.

» A record of the discussions that take place at the monthly board meeting.

» Employees need to be told that safety gogoles mmust be wom at all times in
the pamt-spraymg ares

Introduction:
Your role in a busmess seiting mvolves witing messages to miemal and external

receivers. Those messages create a lasting and positive impression on the recefver.

The same of the o ication process are present in Written COMEmnCation

Their importance and ther effects on commumication do not change. However, ther
forms do change. The most obvious change = m the chanmel gzelf For witten
commumication. the channel & a form of print channel Some of the most common

methods of writen commumcation m a busmess settnz are discussed m fhis chapter.

Written Communication:

Answers

agrwpnNE

Notice board / emall
Memo / emalil

Letter

Meeting Agenda
Notice board

Learning Objective:

The student should be able tdist the
methods of a written communication
within 10 minutes based on the activity.

Written forms of ¢ ication provide a p record of a ze and can be
looked at more than once to check understanding. The main forms of written

commmmication that are used by busineszes incinde: s »

» Memorandum » Report ;-;&lﬂmm 42, pag=
Buss Letter. » Fomms.

- mess o »

» Emazil » Job descrption see Leszon 23, page 50

» Noticeboard. » Advertisements_ »

Job description: se=
» Agenda & minntes of mesting ~ » Companymagazine | Lesson23, page7l

The benefitz and Emitations of the written commumication are outlined m Table 211

Limitations

» Provides a permanent record. » No personal contact
» Can be used by the recerver more | » Feedback i slower.
than once, to check understandnz.

» Can be sent to many receivers. » Might not be understood becanse
the bngnage & too complex, or the
message & too g

» The message cannot be changed. » Timeconsuming for both sender
and receiver.

Table 2.1.1: Benefits and Bmitations of witien communicason

FT38' s Note andior ask permision to collect ples of different written and

vispal commmnications used in your school For example, these may inclnde
notices, posters, letters. and reports. For each one, identify what it &
commumcating and why you thmk the method used was chosen

Memorandum:
Memorandums are used to pass on mit 01 OF on within an organzation. for
example a messase from the hnman resource zer to the operats zer about

the date and tme for job mtercews._

A The teacher display a question
regarding thdirst objective.

A Show the studergamples of memo,
letter, agenda, report, and notice board
to use in this lessomake sure to
choose appropriateamples

A Ask the studentsot write down all
possible other examples of written
communication in business

A In pairs, givethestudents two dthree
minutes to think and write down the
answers

A The teacher finally followup with the
students by displaying the topic
through the slide shaw



Critical

Strategy Used:
@ © {0} Thinking i Discussion

Learning Patterns: Visuali
Auditory - Kinesthetic

The students should be able toidentify

the parts of a memorandumwithin 15

minutes based on the activity.

A The teacher display a question
regarding thesecondobjective.

A Ask the students to fill in the memo.

A In pairs, givethe students two or three
minutes to think and writelown the
answers

A The teacher finally followup with the
students by displaying the topic
through the slide shaw

‘ ARC Coempany

Title {
MEMORANDUM

TO :  JassimAhmed, Arcountant
FROM  :  Khalid Jums, Purchasing Manager
Headings o :  AliMohammed, Budger Mansger
DATE  : 23 September 20—

SUBJECT :  New Computer Systems

It was agreed at 3 recent Board Meeting to purchase 10 new
computers. | enclose 2 copy of the quotation for this equipment
andit comes to BD'5,250. Can you please give me an autharization
code so that 1 can place this order.

L

Sample Question:

You work in the Administration
Department. Your Manager asked you
todayto prepare and send a memoalio
Staff to inform them thatthe meetingis
scheduled on 16 May 20 at 5:00 p.m. in
the Conference Room No. Zhe meeting
will discuss the newnsurance policy.

NOTE that a copy of this memo is to be
send toGeneraManager.

Sample Answer:

MEMORANDUM

TO : All Staff

FROM :  Administration Manager
cc :  General Manager
DATE . Lesson’s Date

SUBJECT Department Meeting

please be informed of our meeting, scheduled on 16 May
20--, at 5:00 p.m. in the Conference Room No. 2. The

meeting will discuss the new insurance policy.

Workbook: Question571 page31l:

A Ask thestudents to opetheworkbook
onpage3land readjuestion 5.

A In pairs, givethe students two othree
minutes to think and write down the
answes in the workbook

A Choose one pair to answer a question.
Ask other pairs if they agree with the
answer.



Answers

Managing Director
Head of Departments
Preparation Required
Internal

Enclosure
GeneralManager

Sk owNpPE

@@

Strategy Used:  Critical
Thinking T Discussion

Learning Patterns: Visuali
Auditory - Kinesthetic

Lesson Closure
A Review terms,
objectives.
A Questions and Answers: -
1. Give six examples of written
communication.
2. What are thedvantages of written
communicatio
3. Whatarethe parts of Memo?
4. What does CC stand for?

definitions, and

A The t®acher may test student
understanding with thiesson quiz
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Q: Read the following question and fill in the memo below:

You work in the Administration Department. Your Manager asked you today to
prepare and send a memo to All Staff to tell thbenfollowing: please be informed

that ourmeeting isscheduled on 16 May 20 at 5:00 p.m. in the Conference Room
No. 2. The meeting will discuss the new insurance policy.

NOTE that a copy of this memo is to be sendhiGeneraManager.

MEMORANDUM

TO

FROM
COPY
DATE
SUBJECT




LESSON 5

Business Letter

Outcomes:

By the end of the lessothestudents
will be able to:

A mention the uses of letter |

business.

A identify the elements of
businesdetter.

A List the types of business letter

A differentiate between a letter ar
a memo within 15 minutes base
on the activity.

Materials:
A Text book page89-44

A Dictionaries

A Glossaryi text book pag&6
A Work book pages4-38

Model Lessons

Teaching Strategies:

A Dialogue and Discussion Strategy
AThink-PairShare Strategy

A Critical Thinking Strategy

21°* Century Skills:

ACritical thinking and problem
solving: Reinforang systemthinking
and the interconnectedness of listening,
speaking, reading and writing in
English.

AGlobal awareness: reinforce the
learning of other languages and
cultures to communicate through
speaking, listening, reading and
writing.

Value Activated:

AThe ®nse of klonging
A Loyalty

A Citizenship

A Gratitude

A Quiality of Work

A Commitment

A Responsibility

Link to prior learning:

AHorizontal: The reality of life.

AVertical:  Link with the pervious
lesson (written communication).

Vocabulary:

A Business letter

A Letterhead

A Addressee

A Salutation

A Complementary close



Starter

A Ask the students toread the Getting
Started (engaging starters) activig
page40.

A The students should first think and
then write down the answers by
themselves.

A Later, the students witorrect their
answers by themselves.

A The teacher wil finally follow up with
the students by displaying the topic
through the slide shaw

2.2 Business Letters

Getting Started

Read the grven document and answer

the following questions:
» What does the

D= 25 Apeil 20—
represent? )
» Could you identify its parts?

Subjerr Eqyments
» Iz the messase n the document an | Fiee= Snc encioms 3 cheque v SD9S0000 200 Mo, 45T
example of miemal or extemal
communication?
» Outine the advantages ofusing a I"" }

Introduction:

Letters are used for either infenal or extemnsl commmunication They are flexible becanze
they can be sent to a vanety of different people such as customers. employees and
suppliers. Letters can ako be used for confidential mformation and provide a record of

the communication

can be a means of a formal written commmunication  They are used in the
following ziuations:
- C X El‘-lll“ﬁl" = X

and people outsie the organization, e g

letters to supplers to complain about poor semices, responding to customers'
complainiz, or writing t0 govemment officisk on maiters of concem;
» Formal ion within an L, e.g letters of amanging and

Parts of a Business Letter:
There are different parts or sections of a good busmess letter. Usually a busimness letter &
. divided mto four mamn sections: heading salntation. body and closing.  Each of these

40

Answers

1. Letter

2. Students' own answers
3. External

4. Students' own answers

Learning Objective:

A The student should be able to
mention the uses ofa letter in
businesswithin 5 minutes based on
the activity.

A The teacher displays a question
regarding thdirst objective.

A In pairs,thestudents should first think
and then writedown the answers by
themselves within a specific time limit
(2 minutes)

A The teacher finally followup with the
students by displaying the topic
through the slide shaw

Sample Question:

Find the error and correct the sentences

below:

1. Informal communication within the
organization, e.g. send a memo to
suppliers to complain about poor
services.

2. A memo of promotion to an employee
within the organization.

Sample Answer:

1. Formal communication within the
organization, e.g. send &itter to
suppliers to complain about poor
services.

2. A letterof promotion to an employee
within the organization.

Strategy Used:  Critical
@ 9@ Thinking T Discussion

s



Learning Patterns: Visuali
Auditory - Kinesthetic

Developng the values of good
citizenship that are based on
respect and love of work and
teamwork in society.

E

The student should be able toidentify
the elements of a businesktter within
15 minutes based on the activity.

ABC Company
‘FIBO

Email: abcoffice @hotmail.com
Reference —a=f n/nyzoer

PO Box 2555 . Phone: 17555555 . Fax: 17555552
Manama . Kingdem of Bahrain

Date ——{12 March, 20—

Mr_ Nasser kassim
- Purchass Mansger
Recipient’s vz Comgany
PO Box 2546
Manamia — Kingdom of Bahrsin

Subject ——|—————— subject: Quotation of our Products
Salatation —foearmar Nzzsar

Opening Par] Thank you for your letter of 19 February enguiring about our
purpose filing =binsts.
=}

new range of multi-

i I confinm that thesz =n be fitted with pull-out ranks to hold computer print-outsand
Middle Par | special sections for disk storage. Delivery is ususlly within ten days of receipt of
onder.

I hawe pleasure in endosing a copy of our Ist=st etslogue and price list. Should you
require any further detsils, plesss do not hesitsts to contac me.

[PYours sincerely,

Signature —— Jr £

Name & Job Hashem Mohammed
Tide { Sales Manager

Enclosure — > enc

= Catslogus
= Price List

Carbon Copy — > cc. - ChisfExzautive Offier

Figure 2.2.1: Partsof 2 Business Latter

A The teacher displays a question
regarding thesecondobjective.

A Ask the students to mention the parts
of abusiness letter you display in the
slide show

A In pairs,thestudents should first think
and then write down the answers by
themselves within a specific tinenit
(5 minutes).

A The teacher finally followup with the
students by displaying the topic
through the slide shaw

Workbook: Question11 page35:

A Ask thestudents to opetheworkbook
onpage35and readjuestioni.

A In pairs, givethe students two othree
minutes to think and write down the
answes in the workbook

A Choose one pairf studentso answer a
question. Ask other pairs if they agree
with the answer.

Answers

1. Required Furniture

2. faithfully

3. The Al Amari Trading wish to
purchase office desk and chairs for
their Isa Town office from Manama
Furniture.

Letterhead

Manama Furniture

Reference

Tables 150 80 and swivel chairs

P2

s

No ok

Strategy Used:  Critical
Thinking T Discussion

Learning Patterns: Visuali
Auditory - Kinesthetic



The studens should be able tolist the
types of business letterwithin 10
minutes based on the activity.

A The teacher displays a question
regarding thehird objective.

A Show the studest an example of
business letter from the interrietuse
it in this lesson, be careful to choose
theappropriateexamples

A In pairs,thestudents should first think
and then write down the answers by
themselves within a specific time limit
(2 minutes).

A Theteacher finally follovs up with the
students by displaying the topic
through the slide show

The studens should be able to
differentiate between a letter and a

. The memo is usually long and covers
manysubjects.

. Thememorequires a signature at the
end of the message.

Sample Answer:

Memo is a written message to

communicate.

Memo is used to pass on information
insidean organization.

The Letteris usually long and covers
many subjects.

. The letter requires a signature at the

end of the message.

memo within 10 minutes based on the

activity.

A The teacher wil display a question

regarding thdourth objective.

A In pairs, students should first think
and then write down the answers by
themselves within a specific time limit

(2 minutes).

Workbook: Question51 page36:

A Ask thestudents to opetheworkbook
page36 and readjuestion 5.

A In pairs, givethe students two or three

minutes to think and write down the
answes in the workbook

A Choose one pairf studentto answer a

question. Ask other pairs if they agree

with the answer.

A The teacher wil finally follow up with
the students by didgying the topic
through the slide shaw

Sample Question:

Find the errors and correct the sentences

below:

1. The memo is an oral message to

communicate.
2. The nmemo used to pass on
information outside an organization.

Answers
Difference, ~ Memo Business
letter
Usage (where) Inside Outside
Length Short Long
salutation Not required Must have
Complimentary | Notrequired Must have
close
Signature Not required Must have
Envelope Not required Must have




Stamp Not required Must have

Strategy Used:  Critical
@ 9@ Thinking 7 Discussion

Learning Patterns: VisualT
Auditory - Kinesthetic
Lesson Closure
A Review key terms, definitions, and
objectives.
A Questions and Answers: -
1. Give five examples ofbusiness
letter.
2. Mention five parts of business
letter.
3. What doe<€nc stands for?

A The eacher may testthe studeris
understanding witlalesson quiz
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LESSON 6

Other Written Methods

Outcomes:

By the end of the lesson, studer
will be able to:

A write an email.

A differentiate between formal an
informal reports.

understand the use of forms
business.

use a job description.

discuss the uses of notice boa

o B Do

Materials:

A Text book paged5-55

A Dictionaries

A Glossaryi text book pag&6
A Work book, pages39-48

Model Lessons

Teaching Strategies:

A Critical Thinking Strategy

A Dialogue and Discussion Strategy
AThink-PairShare Strategy

21 Century Skills:

ACritical thinking and problem
solving: Reinforce systems thinking
and the interconnectedness of listening,
speaking, reading and writing in
English.

AGlobal awareness: reinforce the
learning of other languages and
cultures to communicate through
speaking, listening, reading and
writing.

Value Activated:

AThe sense ofddonging
A Loyalty

A Citizenship

A Gratitude

A Quality of Work

A Commitment
AResponsibility

Link to prior learning:

AHorizontal: The reality of life.

AVertical:  Link with the pervious
lesson (written communication)
SIM313 (Job Description & Notice
Board).

Vocabulary:

A E-mail

A Report

A Findings

A Recommendations
A Forms

A Job description



Starter

A Ask the students toread the Getting

A

Started (engaging starters) activig
page4o.

The students should first think and
then write down the answers by

themselves.

Later, the studentscorrect their
answers by themselves.

The teacher finally followup with the

students by displaying the topic

through the slide shaw

2.3 Other Types of Written Communication

Getting Started

BD & a successful msurance busmess. [t has three branches with 200

employees across country A The managing director wants to improve mtemsl

communication by imiroducing new technology into these branches. He says,

"Customers complain about the slow service. memos never reach me: documents

are everywhere and many part-time employees complam they don't Imow what

& happenng and what jobs they should do_"

» Define "miemal communication’.

» Explbin fwo possible reasons why MBD misht want to improve
communication.

» Explm ways m which new technology can help mprove commmmcation at
MEBD.

» How can MBD explan the job for part-time employees?

Introduction:

Written commmnication & very common n business sifuations. so # & important for
everyone in an organization, from the employee to the chief executive officer. to develop
effective written commmnication skills. In this lesson. we will dscuss the other types of

written communication and the main parts of each one of them

E-mail:

Ekectronic mail (E-mail) & one of the most common
methods of electronc commmmicaton It alows
| businesses and mdividuak to commmnicate by sending
texts or images instantly via Internet  E-maiks can be used
to send lefters, memos, reports. photographs, wvideos,
sounds, other mages ... efc.. even when people are not
there to recerve them An example of e-mail wndow & shown m Figure 2.3.1 with its

. main parts.
46

Answer

1.

interaction between people inside the

Internal Communication is the

business

2. Because customers complain about
slow service anthatmemo never reaels

the managing director

3. by using emails, and video calls

4. by trainingi write the instructions on
notice board.

Learning Objective:

A The student should be able tovrite
an email within 5 minutes based on
the activity.

Figure 2 3.1: Partsof an E-ma

|=—] Activity (2.3.1)
m » Use your answer in activity (2.1.2) and e-mail i to your mstroctor.

Reports:

Reports are used to X mp ion @ a formal mamner  They may
be short, or complex and detailed. However, reports shoukd be boef and carefully
structred and presented. Reports can contan mumenical data and graphics. The mamn
disadvantage of reports & that they take time to research and write.

= Arfeporti that 5 prepared to gn

the resnitz of an investigation
‘There are two types of reports: Formal and mformal

The mformal report, may be presented = a2 memo form under an approprate subject
heading. and with subh

dings which are consxlered necessary as well (see Figure 2.3 2):
47

A The teacher displays a question
regarding thdirst objective.

Workbook: Question 31 page40:

A Ask the students to openthe
workbook on page 40 and read
guestion 3.



A In pairs, givethestudents two or three

minutes to think and write down the

answes in the workbook

A Choose one paif studentgo answer
a question. Ask other pairs hdy
agree with the answer.

A The teacher finally followup with the

students by displaying the topic

through theslide show

Answer:
- P
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We. | Education2002@batelco.com.bl

== _Communication.Skills_Book

.|  Dear Mrs Mona, I
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" teachers'  opinions  regardi

& . . .

& communication skills boak

5 .

o Yours sincerely 3

g Ali Nasser .

ILIOCER ]u]'

a0 > ® - o BC M DT O Bahfx 4
Strategy Used:  Critical

@ o, Thinking 7 Discussion
Learning Patterns: Visuali
Auditory - Kinesthetic

The studens should be able to
differentiate  between formal and
informal reports within 15 minutes
based on the activity.

A The teacher

A

A

display a question

regarding thesecondobijective.

Show the students two types of report
by using the sample in the textbomk
page 48 and 49

A Ask thestudents to find the difference
between the two samples

In pairs,thestudents should first think
and thenwrite down the answers by
themselves within a specific time limit
(5 minutes).

The teacher finally folowup with the
students by displaying the topic
through the slide shaw

1

r

W
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FILING CABINET REPORT

prepared by Omar Ahmed
For the attention of the Office Administration

25 April 20—

TERMS OF REFERENCE

A report on the replacement of filing =hinets was requested by the Office Administr=tion
ommittee meeting of 2 August. Omar Ahmed was adtioned to prepare the reportforthe next
mesting on 22 September. The report shouldindude relevant recommendations fordisoussion
stthe masting.

PROCEDURES

The following procedures were mied out

2.1 The cument provision within the office wes investigsted by visiting each office.

2 2 Information sbout spedficstions, price, and delivery of filing cebinets was chededin offie
eguipment stalogues.

ANDINGS

3.1 Cument provision —th ourrently 125 cabi of different styles and types in usein
the organizstion. These cabinets take up a lot of space and many are old, unsafe, andcn
no longer locdked. Many offices also have various othertypes of storage forbooks suchas
pigeonholes. Detsiled information on the size, type, and location are shown iin Appendio.

3.2 Awide range of cabi . ABC Offi pplies have heavy duty storsss cbins
for 50 64 500each. These provide Istersl filing storage. They make more effident use of
space than traditional chinets. Fittings for each cupboard n be provided, e g file and
binderretsiners, hanging pockestsforfiles, pigeonhole sections. These sl low for aupboards
tobe customized to mest the needs of a spedfic They costspp i ¥BD
49300 per cupboard, depending on the options chosen. Full information on the binets
and additional fittings can be found in Appendix 5.

CONCLUSION
All existing c=binets and storage devices could be replac=d with B0 Isters] cshinets from ABC
suppliers, with additional fittings.

RECOMMENDATIONS
5.1 The committee put together atimescle forthe replacement of 3ll sbinets, the end of the
year would be = realistic target dats.
5.2 The costof the project is presented by the Committes to the Boand of Directors for appnoal.
53 Departments are contsct=d by the Committse to get detziled information on their
?aquirfl:nems for additional fittings.
L1

b Y

Assistant Officer

Figure 2.3.3: Ewmmple of 3 Formal Repon




Sample Question:
Find the difference between formal and
informal report in the table below:.

Difference  Formal Repi Informal Reg

Reader

Form

Length

Cost

Title

Contents page

Sample Answer:

Difference  Formal Rep: Informal Ref

Often external or

Reader within an Often internal
organization
Memo, letter or
Form Text
email
Length Long short
Cost Expensive Inexpensive
Usually on a Appears as a
Title separate title subjectlinein
page memo heading
Contents page Yes None

Strategy Used:  Critical
@ ®{§} Thinking i Discussion

Learning Patterns: VisualT
Auditory - Kinesthetic

E Developng the values of good

citizenship that are based on
respect and love of work and

teamwork in society.

The studens should be able to
understand the use of forms in business

within 15 minutes based on the activity.
A The teacher wil display a question
regarding thehird objective.

Workbook: Question 81 page45:

A Ask the students to openthe
workbook page 45 and read
guestion 8.

A In pairs, give students two or three
minutes tathink and write down the
answes in the workbook

A Choose one paiof studentsto
answeithequestion. Aslkhe other
pairs if they agree with the answer.

A The teacher finally follow up with
the students by displaying the topic
through theslide show

Answer

Compe [ e
Conthe . :',' ' .‘ _ "‘4 ¢ Subrain

Invoice
sentte XYZ Company
P.O. Box: 2873
Isa Town—Kingdom of Bahrain
Location Order No Ovder Date Invose No lrvw odce Date
Isa Town 2134 2 days before. BA 2333 | Lesson Date
5 Ne Unill Price | Tolal Price
Samee Nem Detads | Quantity [~ %0 T 0 | voe |
TOS 009 Laptop Computer 12 . 190 000 2280 000
MA 234 = Computer Table 22 40 000 880 000
CH435 _ Chair .16 25 000 400 000,

Total Price 3560.000

6% Dincount
Yousif Abdulla 213.600 |

Signature Net Amount Due | 3346.400

Strategy Used:  Critical

@ ('D@ Thinking T Discussion



Learning Patterns: Visuali
Auditory - Kinesthetic
The studentsshould be able tause a job
description within 15 minutes based on
the activity.

B Activity (233)
P13 8'> Wiath your colleagues, discuss the parts of application form presented

Figure 236,

Job description:

A job description & 2 written document that provides all the

detaiks about what a job mvolves. It 15 usually prepared by

the human resource department with mput from the o

of the department which has the vacancy. It will be sent to

anyone mterested i applying for the job and should help to

attract the best applicants for the job. A job description needs to include:

» Job title - for example. Accounting Clerkc.

» The main duties of the job - for example, recording of financial transactions and the
handBng of financial mformation.

» The department the job & in, such as the finance department or production
department

» Responsibilies — what the job holder & responsible for supervisng/'managng

» Accountability - who the job holder reports to.

» Woriing conditions, hours and wages or salary.

» The name and location of the busmess organzation

» An example of a simple job description s shown m Figure 2.3.7.

B Actvity 234)

& ook at the people in the photographs. For each one, dscuss and write down:
» the job you think the person has.
» the key tasks and activities you thmk the person will perform.
» the skills and qualities that the person domg the job should have.

L '¥-§
P
| N ﬂ

A The teacher displays a question
regarding thdourth objective.

A Show the students a sampleajbb
description in the textboodn page 54
figure (2.3.7)

A Ask the students to identify the
elements of a job description.

A In pairs,thestudents should first think
and then write down the answers by
themselves within a specific time limit
(5 minutes).

A The teacher finally followup with the
students by displaying the topic
through the slide shaw

Strategy Used:
Thinking 1 Discussion

Critical
Learning Patterns: Visuali
Auditory - Kinesthetic

The studens should be able todiscuss
the uses ofthe notice board within 10

minutes based on the activity.

Notice Board:

A notice i nomally used to display factual mformation which & open to anyone to read.
such as health and safety regulations_ training courses, or work celebrations and parties.
Notices are normally displayed o places. An ple of notice board &5 shown

in Figure 23 8.

» Nofices provide a cheap way of ©

cating the same nfi on to a

Ierge mymber of people but they may not be read. or may be ignored.

IMPORTANT NOTICE
RECYCLING BINS FORALL CANSANDTINS

All st=ff please use the recyding bins
provided for the disposal of cans and
tins only.

The bins should not be used for
general waste.

Should you have any queries on this or
any other energy or environmental
issues, please contact Talal Khaled
(Extension 7448)
Fzoilites Mansgement Team

Figure 2.3.8: Eample of 3 Nobce Board

-

A The teacher display a question
regarding thdifth objective.

A Show the students a sampleamiotice
board in the textbookon page 55
figure (2.38).



A Askthestudents tdist the uses ofhe 4. ( )The fastest method of

notice board exchanging digital
A In pairs, students should first think messages is notice board.
and then write down the answers by 5. ( )Job desripton is a
themselves within a specific time limit documentthat is used to
(5 minutes). determine the duties of a

A The teacher finalljollows up with the
students by displaying the topic
through the slide shaw

job and the qualifications
required to perform it.

A The w®acher may test the studers

: .
Strategy Used Critica understandingvith alesson quiz

@ ©, Thinking T Discussion

ﬁ;@ Learning Patterns: Visuali

Auditory - Kinesthetic

Lesson Closure

A Review terms, definitions, and
objectives.

A Questions: -

State whether the following sentences

are true or false:

1. ( )The format of a report is
usually determined by the
audience, information and
purpose.

2. ( )The main purpose of a job
description is to show
clearly what is expected
from an employer.

3. ( )Notices provide a cheap
way of communicating the
same information to a
large number of people but
they may not be read, or
may be ignored.
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LESSON 7

Oral Communication in the
Workplace

Outcomes:
By the end of the lessotiestudents
will be able to:

A defne the term  “ora
communication".

A recognize the advantages a
disadvantages of oré
communication.

A list the purpose of ore
communication.

Materials:

A Text book page§9-62

A Dictionaries

A Glossaryi text book pag@7
A Work Book page$4-58

i,
= [m]

Teaching Strategies:

A Critical Thinking Strategy

A Dialogue and Discussion Strategy
A Collaborative Learning Strategy

21 Century Skills:
ACritical thinking and problem
solving: Reinforang systems thinking

and the interconnectedness of listening,

speaking, reading and writing in
English.

AGlobal awareness: reinfordng the
learning of other languages and
cultures to communicate through
speaking, listening, reading and
writing.

Value Activated:

AThe sense ofdlonging
A Loyalty

A Citizenship

A Gratitude

A Quality of Work

A Commitment
AResponsibility

Link to prior learning:

AHorizontal: The reality of life.

AVertical:  Link with the pervious
lesson (oral communication).

Vocabulary:

A Oral communication
A Listening

A Hearing



Starter

A Ask the students toread the Getting
Started (engaging starters) actiig
page60.

A The students should first think and
then write down the answers by
themselves.

A Later, the students correct their
answers byhemselves.

A The teacher finally followup with the
students by displaying the topic
through the slide shaw

3.1 Oral Communication in the Workplace

Getting Started

he followmg sinations occur every day m busmess. All of them imvolve
ication ger of the company i the situati

below. In each case dlentify and write down:

» Who do you need to communicate with?

» Why you need to communicate with them?

» What mformation do you need to commmunicate?

» What & the best way of c irating the mft

Imagine you are a

ion to them?

You tzke an mportant phore call fra
work colezze who he: sone out f£r
xh Younsed to kave shorth fr a
mestms and ¥ = mikely foet vour
coleasre will retom befire you =
How would you neke swe that your
colleaze ==tz the mesmaze?

been r=talled n the company. How
would you neke swe that other
mereser and enplvees bow bow o

=z & m case of an emerzeneyT

Introduction:
Oral commmunication & the process of expressing mformation or ideas by word of mouth.
Leam more about the types and benefits of oral communication. and find out how you

can improve your own oral communication abilifies.

Oral Communication Defined:

It & the exchange of xeas or information by spoken words in a busmess setting: i can

take place between two people or within groups at every lkevel of every kind of
it

Oral communication mvolves the skilk of bstenins and speakins. both of which are

essenfial if messages are to be successfilly conveyed and recefved.

l ’ ’r Successfil communication cannot occur if istening & poor.

. » Like the communiahon process as a whole, the hstenng process & subject

50 to bamers. such as distraction. aggressiveness.

Answers

Situation (A):

1. Manager & employee
2. To give instructions

3. Some new firefighting equipment has
beeninstalled in the companynd the
employees musknow howto use fire

fighting equipment in case of an
emergency.

4. Presentation

Situation (B):

1. Work colleague

2.10 pass messages.

3. received an important phone call for a
work colleague whaventout for lunch.

4. Telephone message sheet.

Learning Objective:

The studens should be able todefine
the term "oral communication™" within
10 minutes based on the activity.

A The teacher displays a question
regarding the first objective.

A The students should first think and
then write down the answers by
themselves in a paper.

A Later, the students will correct their
answers by themselves.

Sample Question:
communication is the
exchange of ideas or by

words in a business
setting; it can take place between
people or within at

every level of every kind of organization

A The teacher then follosv up by
displaying the right answer in the slide
show and will provide feedback to the
answers.



Critical

Strategy Used:
@ ©¢O} Thinking i Discussion

Learning Patterns: Visuali
Auditory - Kinesthetic

The studens should be able to
recognize the advantages and
disadvantages of oral communication
within 15 minutes based on the activity.

The advantages and disadvantages of oral communication are outlined i Table 3.1.1.

Advantages Disadvantages

» Information can be quickly zent » A record of message may not be

» Allows immediate feedback » In a meeting some people may not

» Can uze body lansuage/gestres to
support message.

» Allow youto give same meszages o | » Face-to-face meetings are not
many people at the same time_ abways possible

Table 3.1.1: Advantages and dmadvantages of oral communacato

ea » Observe two people in conversation in such a way that they will be unaware
5

» Negative body lanzuaze may create
abamer.

of you. How many bamiers can you see operating in the hetenn

Tdentify them and explain wry they are barriers.

Purpose of Oral Communication:

Generally spealing. people talk to each other at work to get a job done. But there are

other reazons, such as:

» To get mformation we need and give mformation that others need.

» We use perzuasion to infinence others to feel certam A @
emotions and stfitudes or to do certzin things_

» Toreduce conflictz. solve problems_ make deciions.

» Sell customers and/or deal with ther complamis.

» To motivate people.

ok
-

£ Activity (313)

m » Make a st of reasons or purposes which make you communicate with other

stodents.
. » Present these reasons to your class for discussion

82

A The teacher display a question
regarding thesecondobjective.

A The students should first think and
then write down the answers by

themselves in a paper.
A Later,
answers by themselves.

the students correct their

Sample Question:

Find the error and correct the sentences

below:

1. In oral communication information sent
Slowly.

2. A record ofthe oral communication
may kept.

3. You camotuse body language/gestures
to support your messages in oral
communication.

4. In oral communication, you cannot give
samemessages to many people.

Sample Answer:

1. In oralcommunicationjnformationis
sentquickly.

2. A record of the oral communication
may not bekept.

3. You canuse body language/gestures
to support your messages in oral
communication.

4. In oral communication, yowan give
same messages to many people.

A The teacher then follosv up by
displaying the right answer in the slide
show and provide feedback to the
answers.

Strategy Used:  Critical
@ @@ Thinking 1 Discussion

Learning Patterns: Visuali
Auditory - Kinesthetic

Developng the values of good
E citizenship that are based on

respect and love of work and
teamwork in society.



The studens should be able tolist the
purpose of oral communicationwithin

15 minutes based on the activity.

A The teacher display a question
regarding thehird objective.

A Show the students videos/pictures of
oral communicationthat shows its
different purposes of ithake surdo
chooseaheappropriateexamples

A In pairs, give students two or three
minutes to think and write dowthe
answes in thepaper

A Choose one paif studentgo answer
a question. Ask other pairs if they
agree with the answer.

A The teacher will finally follow up with
the students by displaying the topic
through theslide show

Strategy Used:  Critical
@ 9@ Thinking T Discussion

Learning Patterns: Visuali
Auditory - Kinesthetic

Lesson Closure
A Reviewthe keyterms, definitions, and
objectives.
A Questions and Answers: -
1. Give examples of oral
communication irthe workplace.
2. What are the advantages and

disadvantages of oral
communicatiofd
3. List the purpose of oral
communication

A The t®acher may test student
understanding with thiesson quiz
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LESSON 8

Methods of Face-to-Face
Communication

Outcomes:

By the end of the lesson, studer
will be able to:

A describe the strategies for e

successful facto-face
communication.
A use effective  facto-face

communication in presentatior
andinterviews.

Materials:

A Text book page§9-62

A Dictionaries

A Glossarnyi text book pagg7
A Work Book page®$4-58

Model Lessons

Teaching Strategies:

A Critical Thinking Strategy

A Collaborative Learning Strategy
A Dialogue and Discussion Strategy

21 Century Skills:
ACritical thinking and problem

solving: Reinforce systems thinking
and the interconnectedness of listening,
speaking, reading and writing in

English.

AGlobal awareness: reinforce the
learning of other languages and
cultures to communicate through
speaking, listening, reading and
writing.

Value Activated:

AThe sense ofdlonging
A Loyalty

A Citizenship

A Gratitude

A Quality of Work

A Commitment
AResponsibility

Link to prior learning:

AHorizontal: The reality of life.

AVertical:  Link with the pervious
lesson (oral communication).

Vocabulary:
A Presentation
A Interview



Starter
A Ask the students toread the Getting

A

Started (engaging starters) activity
pageo4.

The students should first think and
then write down the answers by
themselves.

Later, the students will correct their
answers by themselves.

The teachefinally follows up with the
students by displaying the topic
through the slide shaw

3.2 Methods of Face-to-Face Communication

§ Getting Started

= "L
Watch the above video carefully and then answer the following questions:

» What type of communication can you see in the video?

» What s the communication method His Royal Highness Prince Saiman b
Hamad Al Khalifa  the Crown Prince and Prime Mmsster of Bahramn used m
the video?

» What are the different forms of oral communication m the previous video?

Introduction:

In face-to-face communication both the sender and the recefver can communicate in 2
direct manner, and can discuss and argue on all the relevant pomts. It ako helps the
fistener in getting to know more about the infentions of the sender by studying his/her
body language and eye contact pattems.

Spoken communication in Practice:

"You should imow what you have to communicate. or what
question you wish to ask (idea). You should always have a
clear dea of what you want m exchange to achieve
(outcome). Then you have to find the best words to express
the content of your communication (expression). Whenever

you talk to someone or a group of people, observe ther

84

Answer

Situation (A):

1. oral communication

2. presentation

3. interview and personation

Learning Objective:
The student should be able talescribe
strateqies for a successful facm-face

communication within 10 minutes

based on the activity.

A The teacher display a question
regarding the first objective.

A The students should first think and
then write down the answers by
themselves in a paper.

A Later, the students correct their
answers by themselves.

A The teacher then follosv up by

®

s

displaying the ight answer in the slide
show and provide feedback to the
answers.

Sample Question:

Order the stages of fate-face
communication as follow:

c watching your reaction

c defining the idea to be conveyed

Cc expressing the idea
¢ thinking about the desired outcome

Answer:
1. defining the idea to be conveyed,

2. thinking about the desired outcome,
3. expressing the idea,
4. watching your reaction

Strategy Used:  Critical
9@ Thinking 17 Discussion

Learning Patterns: Visuali
Auditory - Kinesthetic



The studens should be able touse
effective faceto-face communicationin
presentations and interviewswithin 15
minutes based on the activity.

reactions (feedback). After you have made a point, your kstener will usually respond to
it (reply). In doing 5o, he or she will repeat all the stages:

» defining the xea to be conveyed,

» thinking about the desired outcome,

> expressing the ilea,

» watching your reaction

l! ’Whn\u)nuxecummnkaﬂlgfx:em—ﬁx:e:yougﬁumm

mformation i three ways:

» Through the words you hear and speak

» Through your tone of voice.

> By body language (owning, smilng, eye contacts .. efc).

Eé; » Make a kst of the wayz you could commmunicate with zomeone using spoken

words.

Methods of Face-to-Face Communication:

There are several methods of faceto-face communication such as presentations,
iferviews, meetino: and over the phone In this chapter —— I”»
presentation. interview, and over the phone are diecuszed in detail 155500 33, page 68

Whereas meeting will be discussed in chapter 4.

1. Presentation:
It & the modem busmess eguivalent of the formal lecture. n

which one perzon talk= to a group of people about a topic of ,JJ
business mterest As it & formal a presentation has to be
prepared and delivered with considersble care. To prepare for

your presentation you need to: ‘al

» prepare your materials. Your speech should contain three main parts:
65

A The teacher display a question
regarding thesecond objective the
first part "presentation”

A The students should first think and
then write down the answers by
themselves in a paper.

A Later, the students correct their
answers by themselves.

A The teacher then follosv up by
displaying the right answer in the slide
show and provide feedback to the
answers.

Sample Question:

1.

2.

What preparations do you need for a
personation?
Mention 3 guestions you should ask
yourself when you practice for a
presentation?

The teacher displays a question
regarding thesecond objective the
second part "interview"

In a table in the center of the
classoom, arrangéhevarious picture
cards of what to wear for a job
interview (cut from magazines or
printed from the Internet and placed
on index cards)Also include samples
of their resmimes, completed job
applications and thelob Interview
Questions that have been cut apart.
As the teacher begins, allowte
students to observe and handle the
displayed items.

Ask the following guestions:

0 What do all of these items have in
common?

0 Randomlyhold up items and
allow for short discussions
regarding their use/purpose.

0 Collectively, what purposedo
these items serve?

Write thenounJOB INTERVIEW on
the board. Have the studens
brainstorm its definition andthe
information they feel is needed to
have a successful interview
experience.

The teacher then follosv up by
displaying the right answer in the slide



show and provides feedback to the
answers.

Strategy Used:  Critical
@ 9@ Thinking 7 Discussion

ﬁ:@ﬂ Learning Patterns: VisualT

Auditory - Kinesthetic

Developng the values of good
E citizenship that are based on

respect and love of work and
teamwork in society.

Lesson Closure

A Review terms, definitions, and
objectives.

A Questions and Answers: -

1. Mention 3 questions you should ask
yourself when youpractice for a
presentation.

2. What are the new technology
methods for a presentation?

3. State three pieces ofnformation
thatcan be sent and receivad a
faceto-face communication.

A The t®acher may testthe studens
understanding witlalesson quiz
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LESSON 9

Telephone Communication

Outcomes:

By the end of the lessothestudents

will be able to:

A recognize the importance of tt
telephone in business.

A clarify when to call.

A describe the proper techniqu
for receiving and relayin
messages by telephone.

A describe how to take a comple
telephone message.

Materials:

A Text book page§9-76

A Dictionaries

A Glossaryi text book pag@7
A Work Book page$2-70

Model Lessons
] H

Teaching Strategies:

A Dialogue and Discussion Strategy
AThink-PairShare Strategy

A Critical Thinking Strategy

21°* Century Skills:

ACritical thinking and problem
solving: Reinforce systems thinking
and the interconnectedness of listening,
speaking, reading and writing in
English.

A Global awareness: reinforce learning
of other languages and cultures to
communicate  through  speaking,
listening, reading and writing.

Value Activated:

AThe sense ofddonging
A Loyalty

A Citizenship

A Gratitude

A Quiality of Work

A Commitment
AResponsibility

Link to prior learning:

AHorizontal: The reality of life.

AVertical:  Link with the pervious
lesson (oral communication).

Vocabulary:

A Telephonist

A Caller

A Etiquette
AMessage sheet



Starter

A Ask the students toread the Getting

A

Started (engaging starters) activig
page’0.

The students should first think and
then write down the answers by

themselves.

Later, the students will corredheir
answers by themselves.

The teacher finally followup with the

students by displaying the topic

through the slide shaw

3.3 Telephone Communications

Getting Started

Amal & atelephonit Itwas a very busy day. She

mmst wiite a report, answer the phone while her

manager & in the meetins and file the documents. i
L

She recerved 10 calls with different messages for ) _
her manager. some calk were urgent One phone | |
1

call comverzation was the followmg: -‘s‘i‘

e -;'-__j,,.-/-;:-‘-_—_-,_

S

e

Hella yas? Wz are vary

bz zall lazer. Bye

Amat “Hello, yes? We are very busy, call later  Bye™ - =~

Her boss Mr. Rashid came to her after the meeting and asked her if there were
any telept ges. Ste remembers caly 4

» What & Amal's job?

» What are the mistskes that Amal did?

» What suggestions would you give to Amal to overcome her mistakes?

Introduction:

The telephone & vital to any busmess. Employees at every level depend on the telephone
to comtact their business. One recemt smdy indicated that the telephone & the
commmunication channel preferred by business managers. In this lesson, we will examine

the telephone as a means of commmnication in 2 busmess setting.

The Importance of Telephone:

The fixed telephone (or landlne), mobile telephone and zlo tables and computers are
i modem buss They allow
within an organization to talk to each other, to their customers, to suppliers and to other

vital pieces of equip

izers and employees

organizations, almost anywhere m the world and at any time of the day. The cost of
equipment and calk can be expensive but they save on time and money when compared
to other forms of commmmication.
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Answers
1. Telephonist

promptly with her organization's standard
greeting and she did not identify herself or
her department.

1. Organize her work,

2. Take notes for telephone calls.

3. Practice on how to answer the phone
in busines.

Strategy Used:  Critical
Thinking T Discussion

@ 2

e
=

Learning Patterns: Visuali
Auditory - Kinesthetic

Developng the values of good
citizenship that are based on
respect and love of work and
teamwork inthesociety.

Learning Objective:

The student should be able toecognize
the importance of the telephone ina

businessin 5 minutes based on the
activity.

A The teacher display a question
regarding thdirst objective.

A In pairs, students should first think
and then write down thanswers by
themselves within a specific time limit
(2 minutes).

A The teacher finally followup with the
students by displaying the topic
through the slide shaw

Activity (3.3.1) 1 page71
A Ask the students to operné extbook

2. She did not write down the telephone
messages for her manager, and when she
answered the phone, she did not answer

onpage7land read activity3.3.1).



A In pairs, givethe students two or three
minutes to think and write down the
answer intheworkbookon page 69

A Choose one paif studentgo answer a
qguestion. Ask other pairs if they agree
with the answer.

Answer

Advantages of the telephone in business
setting:

1. a very fast communication channel.

2. Direct, persofto-person
communication system

3. fast andcheap communication channel
4. Calls can be received on automatically
operated telephone answerisgrvice in
24h/7dayg a week.

Disadvantages ofthe telephone in
business setting:

1. The contract made by telephone is
difficult to prove in court.

2. It may be used for the personal

purposes of the employees, and
supervision here is necessary
3. lack of body language.

Strategy Used:  Critical

Thinking T Discussion

P 2

s

The student should be able toclarify
when to callwithin 10 minutes basedon
the activity.

Learning Patterns: Visuali
Auditory - Kinesthetic

A The teacher display a question
regarding thesecondobjective.

A In pairs,thestudents should first think
and then write down the answers by
themselves within a specific time limit
(2 minutes).

A The teacher finally followup with the
students by displaying the topic
throughthe slide show

» In groups. decide what are the main advantages and disadvantages of the
telephone n a busimess setting

When to Calk:

Like any other took, the telephone & only effective when it & used i the nght sitnation
The following table shows examples of different siuations i which the use of telephone
can be suitable or unsuitable:

Unsuitable

» Speed & important » The subject & highly confidential
» You need to discuss something with | » Full written record of an exchange =
someone and cannot do so i person. needed.

» To decuss documents i details but | »
holding a meeting & impossible.

The subject & comphcated and
needs to be consudered carefilly and
at some lensth by the other person

Table 3.3.1: When 1o use 2 telephone cal

» Some situaty call and a letter. The
most usual practice £ to send a letter of confirmation followmng the call o

provide a record of what has been said or agreed on.

d a combmation of a telepk

» Think of other simations n which a telephone & mvaliable and other
siuations i which # & not suitable.

Telephone Etiguette:

Telephonst or Telephone Operate or 5 a person who
recemves telephone calls i an office. His/Her job & to
answer all the telephone calk and transfer them to
extensions that are requested by callers. A caller & a
person who calls from outside.

Sample Question:

Decide whether the following situations
are suitable or unsuitable when using the
telephone:

1. ( The subject is highly
confidential.

2. ( Ppeed is important.
3. ( ) The subject is
complicated.



4. ( ) Afull written record
of an exchange is needed.

A The teachefinally follows up with the
students by displaying the toppaithe
slide show

5. ( ) Want to discuss
something with someone and cannot do so
In person.

6. ( ) Discuss a document

in details but a meeting is impossible.

Sample Answer:

1. (Unsuitabl@ The subject is highly

confidential.

2. (Suitablg Speed is important.

3. Unsuitablg The subject is

complicated.

4. (Unsuitabl@ A full written record of

an exchange is needed.

5. (Suitablg Want to discuss something

with someone and cannot do so in person.

6. (Suitablg Discuss a document in

details but a meeting is impossible.
Strategy Used:  Critical

@ ®{§} Thinking T Discussion

Learning Patterns: Visuali

Good telephone manners are an essenfial and a very smporiant part of a telephone
operator's job. He/She should always be polite and helpful to the callers. because he'she
1s the first link between the caller and the office or the business.

Telephone etiquette relates to the comect way to answer the telephone in a business

environment The main points to note are given i the table 3.3.2.

Receiving a call Making a Call

» Answer promptly wih your|» Check you lmow the reason for

e: o 1= making the call
wdentify yourself or your department

» Sound pleasant and cheerfil and |»

listen careflly.

» Have a pen and notepad to hand.

» Wiite down the name of the caller,

Write down the mformafion you
mmst give or find out

» Infroduce yourzelf and explain why

you are calling

» Do not use skng or jargon such as

s

Auditory - Kinesthetic

the person they want to speak to and
the reason for therr call

'OK or Bye'.

» If you cannot help. pass the callto a
colleague or take a message

» Do notgabble. Askthe other person
to slow down if they speak too
quickiy.

» Ask the caller to spell thewr name if |» Ask people to spell umsual words.
it & umsual

» Check you have the caller's mumiber | »
‘before you ring off

Say fizures i pairs as they are easier
to understand. for example, 12-78-
97, not 127-897.

» Say "Thank you for caling’ af the end | »
of the call

If you mishear something. never say
"What” Say 'Somry. could you please
repeat that?_

» Write down the mformation you
TECEE.

» Pass any message on promptly.

able 3.3.2: Telephone stiquetts when you are recesving or making 3 o

» If a wrong mumber & dialed. do not cut off the call Apologze for your
ms=take and then end the phone call
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The studens should be able tadescribe
the proper techniques for receiving and
relaying messages by telephonm 10

minutes based on the activity.

A The teacher display a question
regarding thehird objective.

A In pairs,the students should first think
and then write down the answers by
themselves within a specific time limit
(5 minutes).

Answer

1. Thank you for calling, how may | help

you?

2. It is a little difficult to hear you. Can

you speak a little louder please?

3. thank you forcalling, | will pass your

message to Mr. Isa Agan.

4. May | put you on holdgpleas@
eeee. Company,

this is (name)?

6. May | speak to Mr. Ali Ahmed, please?

7. Thank you for calling.

Go



8.

Th ank you for

Company/office
The student should be able todescribe
how to take a complete telephone

messagevithin 15 minutes based onthe
activity.

B Activity (3.33)
m » Find out what standard telephone greeting £ in your school office. Then
lsten to those used by other organations.
» Prepare a st of TEN guidelines that should be followed when answering
telephone calls_

Taking Messages:

Do not leave telephone messages to memory. It & not
possible for anyone to remember all the detais from all the
callers. All messages should be writen down on a prnted

form or on a sheet for each message as s};u)“nnl"g'meis.l...r—r_-.t e —p—

It & smportant to deliver the message as soon 2= possible and maintain confidentiality
with all messages. Either turn the message over or fold them i half so there & no danger
that they can be read by other staff or veors. The message sheets used in offices has the
following details of the caller:

» Caller’s name (get the comect spelling). company/department and oumber.

» Name of person for whom the message was left.

» Date and time.

» Action to be taken (ie., “Please Call™ “Will call back™ or “URGENT ).

» Meszage in short

» Name of the person who recemed the call

A significant proportion of business calk mvolves the leaving and recefving
of: ges. Many times problems anse with the seemmsly simple process.
These problems mcinde:

the message & not delivered to the appropnate person.

the message & ncomplete or mcorrect,
the message & delivered too kate.

the message & misplaced.

the message & confising.
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A

The teacher display a question
regarding thdorth objective.

¢\ aThd téanhgr finallg followup with the
students by displaying the toppaithe
slide show

Workbook: Question 81 page66:

Noo,rWDE D>

®

-]
(7))

A Ask students to opemvorkbook
page66 and readjuestion 8.

A In pairs, givethe students two or

three minutes to think and write

down the answerin the workbook

Choose one paiof studentsto

answer a question. Ask other pairs

if they agree with the answer.

The teacher fially follows up with

the students by displaying the topic

ontheslide show

wers

A

A

<Ccc<<KCCc

Strategy Used:  Critical
9@ Thinking T Discussion
Learning Patterns: Visuali
Auditory - Kinesthetic

A Ask the students to mention the parts |esson Closure

of a elephonanessagesheetthat you
displayon the slide show.

A In pairs, studentsshould first think

and then write down the answers by
themselves within a specific time limit
(2 minutes).

A
A

Reviewthe keyterms, definitions, and
objectives.

Questions and Answers: -

1. Do not leave messages in the
memory. Why?

2. Think of situations in which a

telephone is suitable and other in
which it is unsuitable.



3. What to do in the following
situations:
a) At 10:00 am Sar&om the

University of Bahrain answered

a phone call.

b) If the personrequired by the
caller is not available in his
office.

A The t®acher may test student
understanding witlalesson quiz
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LESSON 10

Types of Meeting

Outcomes:

By the end of the lesson, studer

will be able to:

A define the term "meeting".

A compare between the types
meetings.

A identify the conditions of a valic
meeting.

Materials:

A Text book page80-84

A Dictionaries

A Glossaryi text book pag®9
A Work book pages6-79

—
Model Lessons

Teaching Strategies:

A Dialogue and Discussion Strategy
AThink-PairShare Strategy

A Critical Thinking Strategy

21°* Century Skills:

ACritical thinking and problem
solving: Reinforce systems thinking
and the interconnectedness of listening,
speaking, reading and writing in
English.

AGlobal awareness: reinforce the
learning of other languages and
cultures to communicate through
speaking, listening, reading and
writing.

Value Activated:

A The sense ofdonging
A Loyalty

A Citizenship

A Gratitude

A Quality of Work

A Commitment
AResponsibity

Link to prior learning:

AHorizontal: The reality of life.

AVertical:  Link with the pervious
lesson (oral communication).

Vocabulary:

A Meeting

AFormal

A Informal

A Electronic meeting
A Quorum



Starter

A Ask the students toread the Getting
Started (engagingtarters) activityin
pagesl.

A The students should first think and
then write down the answers by
themselves.

A Later, the students correct their
answers by themselves.

A The teacher will finally follow up with
the students by displaying the topia
the slide show

4.1 Types of Meeting

Sg; Getting Started

Watch the above video carefully and then answer the followmg questions:

» Who was the person responsible for managmg and controling the meeting
held in the video?

» How did the members of the meeting kmow zbout the time and place of the

» What aids have been used in this meeting to contact oversees members?

» Is this type of meetng formal or mformal?

Introduction:

If you work for a company, you will most certamly be required to attend meetmss. You
may be required to attend daily, weekly, or monthly meetmgs. Depending on your
position in the company, your entire day may be filled with them When meetings are
planned well and run correctly, they can be very productive. When they are not, they can

be a waste of time and an annoyance.

Meetings Defined: L
Meetings take place when two or more people come together g -
to discuss one or more topics for the followmg purposes: i .
» to make decisions ]
» to create a document

» to share mformation
» to evaluate ideas
» to develop plans

» to motate members

Answer

1. His Highness Shakkh Nasser bin
Hamad Al Khalifa

2. by sending an invitatian

3. Microsoftteamsor videoconference.

4. formal

Developng the values of good
citizenship that are based on
respect and love of work and
teamwork in society.

Learning Objective:

A The student should be able taefine
the term "meeting" within 10
minutes based on the activity.

A The teacher display a question
regarding thdirst objective.

A In pairs,thestudents should first think
and then write down the answers by
themselves within a specific time limit
(2 minutes).

A The teacher wil finally follow up with
the students by displaying the topic
through the slide shaw

Sample Question:

discuss one oré ¢ e . topics

Activity (4.1.1) 7 page82

A Ask the students to operh¢ extbook
onpage82and read activity4.1.1).

A In pairs, give students two or three
minutes to think and write down the
answer inworkbook page’8.

A Choose one paiof the studentsto
answer a question. Ask other pairs if
they agree with the answer.

Answers

Meetings take place when two or more

peoplecome together to discuss one or

more topics for the following purposes:



1. to share information

2. to make decisions

3. to evaluate ideas
Strategy Used: Critical

@ 9@ Thinking i Discussion
Learning Patterns: Visuali
Auditory - Kinesthetic

The studens should be able tocompare
between the types of meetingwithin 10
minutes based on the activity.

= Activity (4.1.1)
m » Define a"meeting’.

» State THREE reasons wiy meetings are held

Types of Meetings:
Business meetings can be formal or imformal The difference between the two, and the
different fypes of formal and mfbrmal meetings, are summanzed below.

1. FORMAL MEETINGS: meetincs are conducted according to specific,
predetermined which can incinde:
» the frequency with which the meeting should be held, whether anmually. monthiy
and s0 o0
» the amount of advance notice that must be given.
» the mumber of persons that mmst be present (the quorum).
» the level of documentation thai & needed. such as minutes, and written notice.

Quorum: seelesson
4.1, page 30

» the purpose of the meeting
» the agenda

The following are examples of formal meetings:
» General Mesting.

» Anmnal General Meeting (AGM). v L4 ' 1 . -
» Extraordinary general meeting (EGM),
» Board Meeting and Committee Meeting, e - . .

» Stammtory Meeting (between company and its sharshokders).
These meetings will'alway: have a notice, an agenda, and mimutes.

ol

INFORMAL MEETINGS: are usually easier to arrange as there are no formal rules
to follow, except those devised by the organization #self Some meetings are held on.
a regnlar basis, such as a weekly departmental meeting to discuss new developments.
. Others are held for a particular purpose or to solve an urgent problem.

&2

A The teacher finally followup with the
students by displaying the topic
through the slide shaw

Activity (4.1.2) 1 page83:

A Ask the students to opethe textbook
onpage83and read activity4.1.2).

A In pairs, give students two or three
minutes to think and write down the
answer intheworkbook page 79

A Choose one paiof the studentsto
answer a question. Ask other pairs if
they agree with the answer.

A The teacher display a question

regarding thesecondobjective.

A In pairs,thestudents should first think
and then write down thanswers by
themselves within a specific time limit

(5 minutes).

Answer
Elements Formal Informal
difference Meeting Meeting
Happens
When PP
Timing are set anytime and
conducted
anywhere
The president
President No presidentis
conducts the
(chair) required
meeting
No need for a
Secretary takes
Secretary secretary to take
notes
notes
Mustbe May notbe
Minutes
prepared prepared
Agenda Mustbe sent | May notbe sent
Staff meeting —
General
Examples departmental
meeting/ AGM ‘
meeting

Strategy Used:  Critical

@ Q@ Thinking T Discussion

Learning Patterns: Visuali
Auditory - Kinesthetic



The students should be able toidentify
the conditions of a valid meetingvithin
10 minutes based on the activity.

Validity of Meeting:
For a formal business meeting to be vald (legal) (seen Figure 4.1.1). the following
conditions must be met-

» A notice must be sent to all participants. This means that notices, or any way of

acation to call
2 weelks before the meeting).
» The availabilty of both the chairperson (2 person who & responsible for managmng.
directing and controling the meeting). and the quorum (the minimum number of
participant (members), as specified by the regulations, that must be present at a
meeting to make & valid).
Quorum (4.1.1)
» Quorum = the required mina
mestmg.

» It must be held i accordance with the rules and regulations of the organizaty

B3 Activity (41.3)

a » During the break, the president of AXY Intemational Group saw some of the
department’s managers down the stairs. He mformed them that he would ke
to hold a meeting the next day and asked them to mform the other managers
of that meeting

» Do you think that this meetmg & vahd? Justify your answer.

to aftend a meeting — must be seat m advance (1 o

mumber of bers needed to have a

34

A The teacher wil display a question
regarding thethird objective.

A In pairs, students should first think
and then writedown the answers by
themselves within a specific time limit
(5 minutes).

A The teacher finally followup with the
students by displaying the topic
through the slide shaw

Activity (4.1.3) 1 page84:
A Ask the students to operh¢ extbook
onpaged4 and read activity4.1.3).

A In pairs, give students two or three
minutes to think and write down the
answer intheworkbook page 79

A Choose one pairf studentto answer a
guestion. Ask other pairs if they agree
with the answer.

Answers

The meetingare not valid because:

1. a notice must be sent to all participants.
2. held according to rules and regulations.
3. availability of chairperson and quorum.

Strategy Used:  Critical
@ @@ Thinking 17 Discussion

Learning Patterns: Visuali
Auditory - Kinesthetic

Lesson Closure

A Reviewthe keyterms, definitions, and
objectives.

A Questions and Answers: -
1. Why do people conduct meetings?
2. What are the conditions of availed

meeting?

3. State three types of formal
meetings.

A The t®acher may test studest

understanding with thiesson quiz
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LESSON 11

Meeting Documents

Outcomes:

By the end of the lesson, studer

will be able to:

A describe the main parts of
notice

A write an agenda

A understandhe use of minutes.

Materials:

A Text book pages591

A Dictionaries

A Glossaryi text book pag®9
A Work Book page$0-85

Model Lessons

Teaching Strategies:

A Dialogue and Discussion Strategy
AThink-PairShare Strategy

A Critical Thinking Strategy

21°* Century Skills:

ACritical thinking and problem
solving: Reinfordng systems thinking
and the interconnectedness of listening,
speaking, reading and writing in
English.

AGlobal awareness: reinfordng the
learning of other languages and

cultures to communicate through
speaking, listening, reading and
writing.

Value Activated:

A The sense ofdonging
A Loyalty

A Citizenship

A Gratitude

A Quality of Work

A Commitment

A Responsibility

Link to prior learning:

AHorizontal: The reality of life.

AVertical:  Link with the pervious
lesson (oral communication).

Vocabulary:
A Notice

A Agenda
A Minutes



Starter

A Ask students toread the Getting

Started (engaging starters) activity
pageso.

A The students should first think and
then write down the answers by

themselves.
A Later,
answers by themselves.

A Theteacher finally follovg up with the

students by displaying the topathe
slide show

the students correct their

4.2 Meeting Documents

Getting Started

4.

E

the place of meeting theday, date and
time i type of meeting’ the participant
name

Strategy Used:  Critical
Thinking T Discussion

Learning Patterns: Visuali
Auditory - Kinesthetic

Developng the values of good
citizenship that are based on
respect and love of work and
teamwork in society.

advertzement represent?

» Who & the sender and recemver
of the advertisement?

» When should you send this
document?

» What are the imp things

Read the advertsement which was ABC LIMITED
published in one of the papers:
» What do you think the

Notice is hereby given that the 22
Annual General meeting of ABC LTD. will
be held at Awal hall in Guif Hoted on

MONDAY, 20 MAY, 20—, at 10:00 2m. to
transect the business set out in the
notice convening the Annual General
Meeting which will be sent to the Share
Holders along with the eplanatory

that you should consder m

under section 21 of
Companies Act 2001.

For, ABC LUMITED

Learning Objective:

The student should be able talescribe
the main parts of a noticewithin 15
minutes based on the activity.

NOTICE OF MEETING

A meeting of the company’s Sodal and Welfare Committee

Introduction:

Organizing a meeting can bea

1 task i the workplace. and # requires several
documents that will be discussed m this lesson

Meeting Documents:
The documents uzed for a formal mesting ncinde the followms:

1. Notice:
It is any form of communication sent to the members of the meeting. to nform them
of the time. date and lbcation of ameeting (see Figure 42.1)

c ’Amﬁ:eishoi:ﬁ:mﬂmpmi:baﬂs about the meeting and it could be m one

of the followmg forms:

» Writen or typed advance notice » Door-fo-door handbills

.- e s
Answer

1. Notice of a meeting

2. sender: ABC Limitedi receiver:

Share Holders
3. before the meeting

(=]

. Agenda:

will take place in the Committee Room on Wednesday 7 May
at10:30 am. ltems to be included on the agenda should be
sent to the secretary to arrive no later than 5:00 p.m. on
Wednesday 16 April 20—
Mariam Moh'd

Secrstary

7 April 20—

Enc: Minutes of meeting of 5 March 20—

Figure (4.2.1): Mesting Notice

All notice forms must contain certain basic information, namely-
» The verme.
» The day, date and time of the meeting
» The detail: of any special business to be transacted.
» The type of meeting. ez public. committee.
» The date of the notice.
» The convener's name.

An agenda & usually distributed to a meeting's participants prior the meeting. so that
they will be aware of the subjects to be dicussed, and are able to prepare for the

meeting accordmsly.

An agenda 1= usually headed with the date. time and location of the meeting. followed
by a senes of pomtz oufbning the order of the meetnz  Some fems on the azenda

-

are fixed and some appear only for particular meetinss.
A typxcal agenda contains the follbwmng fixed ftems:

» Welkome/open meeting.




A The teacher wil display a question
regarding thdirst objective.

A In pairs,thestudents should first think
and then write down the answers by
themselves within a specific time limit
(2 minutes).

A The teacher wil finally follow up with
the students bylisplaying the topic
through the slide shaw

Workbook: Question2 71 page81:

A Ask the students to openthe
workbook on page 81 and read
guestion 2.

A In pairs, givethe students two or
three minutes to think and write
down the answaerin the workbook

A Choose one paiof studentsto
answer a question. Ask other pairs
if they agree with the answer.

A The teacher finally follow up with
the students by displaying the topic
ontheslide show

Answer

A The venue.

A The day, date and time of the meeting.

A Thedetails of any special business to
be transacted.

A The type of meeting, e.g. public,
committee.

A The date of the notice.

A The convener's name.

@@ Strategy Used:  Critical

Thinking 7 Discussion
Learning Patterns: VisualT
Auditory - Kinesthetic

<o)
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The student should be able tavrite an
agendawithin 15 minutes based on the
activity.

» Apologies for absence.

» Approve minutes of the previous meeting.

» Matters ansing from the previous meetng

» A Ist of specific pomts to be discussed — thss section 5 where the bulk of the
dscussion i the meeting usually takes place.

» Any other busmess (AOB) — allowmg a participant to rase another pomt for
discussion.

» Arrange’announce details of the next meeting.

AGENDA

For a meeting of the Social and Welfare Committee to be held
in the C: i Roomon dnesday 7 May at 10:30 a.m.

1 Apologies for absence.

2. Minutes of the last meeting.

3. Matters arising from the last meeting.

4. Correspondence.

5. Report from recreational fund treasurer.

6. Staff medical insurance scheme.
7. Any other business.
8. Date of next meeting.

Mariam Moh'd
Secretary

Figure (4.2.2): Mesting Agends

B Activity (42.1)
m » Prepare a notice and an agenda for 2 meeting
» Present your notice and agenda to your class for discussion.
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A The teacher display a question

regarding thesecondobjective.

A In pairs,thestudents should first think

and then write down the answers by
themselves within a specific time limit
(5 minutes).

A The teachefinally follow up with the

students by displaying the topic
through the slide shaw

Workbook: Question71 page82:

A Ask the students to openthe
workbook on page 82 and read
guestion 7.



A In pairs, give students two or three
minutes to think and write down the

answes in the workbook
A Choose one paiof studentsto

answer a question. Ask other pairs

if they agree with the answer.

A The teacher will finally follow up

with the students by diaying the
topic through theslide show

Answer

AWAL SECONDARY SCHOOL
NOTICE OF MEETING
TheMonthly Teachers' Meetingill be
held on21°*May 2G at 9:00 amin the

Main Hall of the school.

AGENDA
1. Welcome/open meeting.
Apologies for the absence.

Minutes of the last meeting.

> W N

Matters arising from the previol
meeting.

Reports of theihal exam.
The students' grades.
The end term exams.

Any other business.

© 0 N o O

Date and time of the next meetin

Date:lesson date

Mariam Jassim

| Council Secretary |

The studens should be able

Strategy Used:  Critical
Thinking 1 Discussion

Learning Patterns: Visuali
Auditory - Kinesthetic

fo
understand the use of minutesvithin 15

minutes based on the activity.

3. Minutes:

The minutes are used to document all procesdings, from the start of the meeting to is
conchusion They are a permanent record of the decisions and activities of the
organization The mimtes are vital becanse they:

» provide a fill record of the diecuszion at the meeting

» identify the actions taken or that should be taken, and by whom.

» record whether the goaks have been achieved.

» assist in planning fisture meetings.

The mimites amst contain-
» date, time and venme of the meeting
» name of all attendees.
» apologies for absences, if given
» mame of the chawperson.
» purpose of the meeting
» Esues being discussed, usually in the order mdicated on the agenda
» decisions taken
» date, time, verme and purpoze of the next meeting

» Mimtes should simply record and not mierpret in any way.
» Record only the factnal bass of the points rased.

Mimutes should be written in the past tense. You mmst also use the third
perzon (which means you never write T "you', or "we’). For example. you
would not write "we are deciding’ but 'it was decided’.

» You prepared a nofice and an agenda in activity (4.2.1).
» Write the minutes of the meeting

L

A The teacher display a question
regarding thehird objective.

A Ask the students to open page 90 of
the textbook, and read Figure (4.2.3).
A Ask the students to describe the main

part of minute.




@@

A In pairs,thestudents should first think
and then write down the answers by
themselves within a specific time limit
(5 minutes).

A The teacher will finally follow up with
the students by displaying the topic
through the slide shaw

Strategy Used:  Critical
Thinking T Discussion

Learning Patterns: Visuali
Auditory - Kinesthetic

Lesson Closure
A Reviewthe keyterms, definitions, and
objectives.
A Questions and Answers: -
1. What are the ways for -calling
someone for a meeting?
2. Who prepared the agenda?
3. What are the fixed

items of the
agenda?
4. What are the main partsd meeting
minutes

Challenge Question:
Compare between the agenda and the
minutes of the meeting according to the

in the
meeting.
The Secretary
e Cha_irperson with
by with the approved
help of the of the
secretary | chairperson
Sent
before or Before After
after
meeting
Length
(brief orin Brief In details
details)

following:
DI::fI:rt:n(::fe Agenda Minutes
Itis a
A list of the written
topics to be | record of
Definition | discuses in all the
the issues that
meeting were
discussed
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A The ®acher may test the student
understanding withalesson quiz



https://study.com/academy/practice/quiz-worksheet-organizational-hierarchies.html

LESSON 12

Stages of a Meeting

Outcomes:

By the end of the lesson, studer

will be able to:

A discuss how to conduct ea
stage of business meetings.

A list the roles in relation ftc
meetings.

Materials:

A Text book page§3-98

A Dictionaries

A Glossarnyi text book pag®9
A Work Book page$6-90

Model Lessons

Teaching Strategies:

A Dialogue and Discussion Strategy
AThink-PairShare Strategy

A Critical Thinking Strategy

21°* Century Skills:

ACritical thinking and problem
solving: Reinfordng systems thinking
and the interconnectedness of listening,
speaking, reading and writing in
English.

AGlobal awareness: reinfordng the
learning of other languages and
cultures to communicate through
speaking, listening, reading and
writing.

Value Activated:

A The sense ofdonging
A Loyalty

A Citizenship

A Gratitude

A Quality of Work

A Commitment

A Responsibility

Link to prior learning:

AHorizontal: The reality of life.

AVertical:  Link with the pervious
lesson (oral communication).

Vocabulary:

A Chairperson

A Participant (member)
AVote




Starter

A Ask the students toread the Getting
Started (engaging starters) activity
page93.

A The students should first think and
then write down the answers by
themselves.

A Later, the studentscorrect their
answers by themselves.

A The teacher finally follow up with the
students by displaying the topic
through the slide shaw

4.3 Stages of a Meeting

Getting Started
Imagne you were a secretary m ABC

Company and your ger required you
to prepare for a meeting.  Your manager
M. Salman Ahmed asked you to amange
a board of director meeting next week
mviting all department managers.

» List some tasks that have to be completed before the

» List some tasks that must be done on the day of the meeting_

» State some of the procedures that are done after the meeting

» What documents will you need to send to the participants before the
meeting?

» What documents should you send after the meeting?

Introduction:

A few key elementz should be considered when plenning for a productive mesting
Organizing an effective meetng & an mportant task that svolves prepanng. conducting
and contribufing valsble ideaz. resources and mformation i order to be successful

Stages of a Meeting:
As it & shown m fisure (4.3.1). a successfil meeting requires work i advance, continmed
effort throughout the meeting. and a final follow-up and review.

STAGE 1: Before the Meeting:
Much of the success of any meeting depends on the preparations for & Good planns
inchades:
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Answers

1. Thestudents' own answers
2. Thestudents' own answers.
3. notice & agenda

4. minutes

Developng the values of good
citizenship that are based on
respect and love of work and
teamwork in society.

Learning Objective:

The student should be able tadiscuss
how to conduct each stage of business
meetings within 15 minutes based on
the activity.

1. Determining the purpose of the meeting:
Every meeting should have a clear purp Dx mmg whether the purpose s to
define a problem seek solution, share mformation. or exchange feelings about an
issue helps to determine the type of meeting to hold, who should participate, and other
important factors.

ARefian .
‘i i ‘.‘

During the Meeting

« Greeting participants
® Aftendees After the Meeting
* Signed & spproved
Iast mesting minutss s

o Lastmeeting matters o Clieck the notes.

« Direct mesting * Write the minutes.
« Finzl comments © Follow-up

o Closing the meeting ¢ Bvaluate

e G

o~

Figure (4 3.1): Stages of 3 Meeting
2. Selecting the participants:
The only participants who should be mvited are those whose attendance s really
necessary and who can contribute to the achievement of the objectives.

3. Choosing the time:
The selection of the meeting time 5 very mportant The first consideration should
be given to the avaibabilty of the chawperson and emough time for adequate

I preparations.
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A The teacher display a question
regarding thdirst objective.

A Write the following questions on the
board.

A In pairs,thestudents should first think
and then write down the answers by
themselveithin a specific time limit
(2 minutes).



A The teacher will finally follow up with A In pairs, givethe students two or

the students by displaying the topic three minutes to think and write
through the slide shaw down the answaerin the workbook
Sample Question: A Choose one paiof studentsto
a) Have you ever planned, arranged or answer a question. Ask other pairs
managed a meeting? if they agree with the answer.
b) What does each of these tasks A The teacher finally follow up with
involve? the students by displaying the topic
c) What is the most difficult part of each through theslide show
task?
d) How tightly does the chairperson need Answer

SuggestedAnswers:

Planning a meeting involves deciding 1. Writing the minutes

whether a meeting needs to take place 2' Greeti P — Vv

or not, how it should take place (e.qg. . oreeting participant:

face to face, by teleconference), where | 3: Selecting the venue. V

and when it should take place, who |4. Sending aotice. \4

needs to attend, how long it should |5. Follow up. \4

last, what it should achieve, how much |6. Closing the meeting \Y

preparation each participant should do | 7. Preparing Agenda. | V

beforehand, etc. 8. Evaluating the Vv
meeting.

Arranging a meing  involves 9. Choosing the time.  V

informing the participants aboubhe 10.Selecting

purpose of and backgroundf the participants. v

meeting, persuading them (or therr 717 Checking the note

bosses) the meeting importan made by secretary. \

negotiating the time and venue 12.Presenting T

making sure everyone knows how to comments V

prepare, etc. 13.Directing the v
meeting.

Workbook: Question81 page89:

to control the meeting?

A Ask the students to openthe

workbook on page 89 and read
guestion 8. @ 9@

Strategy Used:  Critical
Thinking 17 Discussion

@ﬂ Learning Patterns: Visuali

Auditory - Kinesthetic




The studens should be able tolist the
roles in relation to meetingswithin 10

Sample Question:

minutes based on the activity. Duties &

Responsibilities

—

]
£
o

Secretary

Tips (43.1)

mwi‘m*mm"*hmﬂm 1. Prepare an agenda
» Amive oa time slsimiotedemsofotien. 2. Supervise votin
S m— procedures.
» Do not canse problems for > Avoid side conversaton. 3. Send out the notice ¢
the chairperson. .
the meeting.
STAGE 3: After the meeting: 4. End themeetlng on
After the meeting i over, the chairperson has several issues to consider: time.
e e = 5. Check that a room
- Evabate the meeinig available for the
B3 Activity (432) :
*38'» Attend a mesting (at your school, kocal company or the parfiament) and meetlng'
compare the procedures and rolks m such 2 meeting with what you have 6. Make trave
leamt in this chapter .
arrangement i
‘IR::Sint:\!Iimomeeﬁng: les within a meeting the meeting chairperson and the necessary
secretary. The ofher oks are for the members, which are al the participants of the 7. FOIIOWing the agend
meeting In this section. we will discuss the role of the following- 8. Record a" detal
Chairperson: during the meeting.
Agbm?ctni-pﬂsmmhsaﬂﬁediﬂhmmﬁennnhgofﬁemi%ﬁma-mmm 9 Starting the meetin‘
of business # petz through, the atmosphere that prevaik and the ease with which the .
secretary can prepare for the event Ideally, a chawrperson & nommnated because of On tlme.
e epenne i s e e q 10.Circulate an
7 documents for the
, , meeting.
A The teacher display a question
reg_ardlng thesec_ondobjecfuve. Answers:
A Write the following questions on the
board _ BE
A In pairs,the students should first think Duties & T |
and then write down the answers by Responsibilities S|
themselves within a specific time limit o
(Sminutes). _ 11.Prepare an agenda \Y;
A The teacher wiliinally follow up with 12.Supervise votin
the students by displaying the topic procedures \

through the slide shaw
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13.Send out the notice ¢ Vv
the meeting.

14.End the meeting o v
time.

15.Check that a room
available for the \'
meeting.

16.Make trave
arrangement I \
necessary.

17.Following the agend: V

18.Record all detai

: : \Y

during the meeting.

19.Starting the meeting v
on time.

20.Circulate an)
documents for the \Y
meeting.

Strategy Used:  Critical
@ @@ Thinking T Discussion

ﬁ:@ﬂ Learning Patterns: Visuali

Auditory - Kinesthetic

Lesson Closure
A Reviewthe keyterms, definitions, and
objectives.
A Questions and Answers: -
1. List 3 responsibilites of the
chairpersorof the meeting.
2. List 3 responsibiities of the
secretary of the meeting.
3. There are several things to be
prepared when planning a meeting.
Mention them




