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Fundamentals of English

Module E: Workplace communication

Subject:
Stage 6 English

Class group:
Year 11

Syllabus statement:

This module develops students’ abilities to understand
and use communication effectively in the workplace.
Students undertake a variety of activities designed to
develop their skills, knowledge and understanding of
the requirements of effective communication in the

workplace.

(Board of Studies NSW, 1999, Stage 6 English syllabus,
Sydney, p. 100)
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Outcomes to be covered in this module

1. A student recognises some of the relationships between context and meaning.

2. A student recognises the ways in which changes in context require changes in form.

3. A student understands how the responder interacts with text and context to shape meaning.

4. A student develops language relevant to the field of language.

5. A student communicates ideas effectively using appropriate language forms, features and
structures.

6. A student responds to and composes texts for a range of purposes and audiences, in various forms,
modes and media.

7. A student interprets texts using key language patterns and structural features.

8. A student uses a range of appropriate processes and technologies to investigate, organise and
clarify ideas.

9. A student uses effective work practices.

10. A student understands and uses various and appropriate strategies and styles of learning.

11. A student reflects on and assesses own processes of responding and composing.

Module outline

Topic 1: General workplace communication

• Student survey on workplace experience

• Asking questions

• Listening skills

• Non-verbal communication

• Giving instructions

• Using the telephone

• Recording information

• Other workplace texts

• Technology in the workplace

Topic 2: Job seeking

• Letters of application

• Calling employers by phone

• Preparing a resume

• Interviews
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