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Scope and Sequence

Welcome
,,page2 ilntheclassroom ltearnaboutyourbook lMeetyourEmployabilitySkillsCoaches i

1

Communication 1

Speaking
Professionally
pages 5-8

Developing
Presentation Skills
pages 9-1 2

3
GoalSetting

Cascading Goals
pages 1 3-1 6

I can explain
how to speak in

a professional
manner.

. Explain the importance of speaking
professionally

. ldentify ways to sound more
professional

. Explain the importance of good
presentation skills

. Describe how to create effective
presentations

. Prepare to give presentations to an
audience

. Describe the process of cascading
goa ls

. Describe the pros and cons of
cascading goals

i conversotionol, crom, lighten
up, pitch, recop, rule of

i thumb, subordinate, wrop up

ample, approochoble,
co m mo nd i ng, cond esce nd i ng,

convicti o n, convi nci ngly,

ensu re, ma n n er, m erely,

mumble

o ccom p I ish ed, o n ecd ote,

d own, i nsp i rati o na l, keep

trock of, outdoted, overlood,
perform o n ce, strotegic,

presentations.

cascading a company/s
strategic goals.

ribe ! . Describe the importance and ' comoroderie, compensatc
s to i benefits of maintaining the team ifottrr, fronkty, guru,
spirit in i spirit i hybrid, isolated, remotely,
g' 

i . roentity ways to build and matntain 
'iunderlfins' utterly

i team spirit in remote working 
;i*-..iJ'-'*.'.....-'-.

, S : I can desr ribe ! . Describe design thinking i broinstorming,
Critical Thinking I design thinking , . .-^,. ^ .^^ ^^:^;,. ^r.."^,.,,^- , colloborotive, empathize,

. I goals for the company

. Explain the benefits of cascading '1 tronsparency
goals for the company

. Describe the importance and i comoroderie, compensate,
benefits of maintaining the team :, 

foster, fronkty, guru,
spirit i hybrid, isolated, remotely,

. ldentify ways to build and malntain i underlying' utterly

team spirit in remote working I

"""'-"'o 
I -^, ,:.:. ;::.._-,.:'""" | . Explain the benefits of solving I ::':::Using.Design 
I 

and how it works' 
I prootems with design t;i"ki"; l',::::::':':,:':!:Thinking I I ''"""'"'b 

literotion,moinstreom,
p"g"tit-Z+ I I ' ldentify the steps of the design I multidisciplinory, prototype,

process 'rrefine, synthesize, unleosh

he importance and benefits ; advontogeous, downsize,
e leadership ? drum up, envision,

the challenges of change ".implement' 
loy-off' morale'

ip 
o-- - - .- .o- 

', 
perseveronce' resonotewith'

i up-to-dote
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7
Self-Management

i The Power of
i wistakes

I can explain
ways to adopt a

groMh mindset.

. Describe the importance of a growth
mindset

. Explain the benefits of having a

growth mindset in the workplace

co nsequ e nti a l, d iscou raged,

embrace, hypothesis,
mindset, over ond over,

refute, simply, tenacity, vitol

I
Social
Responsibility

Assessing Cultural
Differences
pages 37-40

8
Wellness

Healthy Thinking
pages 33-36

10
Branding

Personal Branding
Mistakes
pages 41-44

. r..,a"r.riu" i: t;;.r,oetl.eimportanleinJ-- icojnitive,compossion,
ways to maintain 1 benefits of healthy thinking i distorted, fall into the trap,

healthy thinking. I . tdentify strategies and techniques :j:Tl 
* conclusions, mindful,

i ror neattny thi-nking 
- ---""'r--- t,;:r:,ff;:i;;:,r;:r:;;?:-'

i . Explain how to deal with challenges i, rotionatly, visuolize
i to healtny thinking 

i

ii I can explain i . Describe challenges of culturally ' ossertiveness, otypical,
| 

^'.,^.-^,^,^-t,^,^l^- 
l -^^,,^--^h,4i,^--^^+ttofstede's I diverse workplaces I conversety, diverg,ent,

cultural dimensions' 
I . ,r" Hofstede's cultural dimensions I c

I to understand my colleagues from I

1'l
Job Search

Building Your
Career
pages 45-48

:

different cultures : )tttLct tLy' Lttt tlL

I. ldentify ways to avoid
misunderstandings and overcome
problems caused by cultural
d ifferences

i . istakes
t
Il. on
I:ot:
i

; . ldentify ways to avoid j

; misunderstandings and overcome i

i problems caused by cultural 
:

i differences i!!

l. istakes
!
Il. on
i

1

i . aintain ai

ur. i re made
1

; I can explain i ' State the importance of building my i ospire, caveot, finite,i ways to build my i career i frustrated, proactive,

career. j - ^^---,"^ L..:,f, -. i recruiter, resilience, sovvy,
: ' LJeSCrlDe WayS tO Oull0 my Careeri ' '"-' r --" -- 

. sponsor, trail off
:

'12

lnterviewing
Following up after
an lnterview
pages 49-52

I can describe i ' Explain the importance of following i ontogonistic, courtesy, digest,

ways to follow I up after a job interview '] 
intense, job hunter, pest,

up after a job , 
*avs to follow uoi 

prospect, pushy, threotening,
interview f i*:''::l:::"j,::^, l vre, wordy

after a job interview

i----'
:
I

i
i

I can describe i . Explain the importance of fr
ways to follow I up after a job interview

L-.- -:-L :tLer d tou :

i after a job interview

Check your understanding..........page 53

Discussion strategies.................... page 67

Vocabulary practice page74

Glossary ...................page 86

VI
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Wetcome
ln the classroom

. enjoys shopping . can draw

. loves scary movies

. is afraid of heights

. has traveled to another country

. is very athletic

A Get to know your classmates

Talk to your classmates. Find someone who matches each prompt. Write their first
name on the line. Then ask follow-up questions.

B Useful Ianguage

Here are some examples of strategies that will help you overcome challenges in
discussions with classmates or colleagues. Complete the tips with the problems in the
box. Then listen and choose the strategies that you hear.

tr 1 lf someone , invite him or her to join in by saying things like ...
. 'What do you think, Diego?"
. "We haven't heard from Chiyo yet. What do you think about...?,,

tr 2 lfsomeone , get him or her back on track by saying things like ...
"Let's return to what'Lanh was saying."
"That's a good point, but let's get back to the main issue."

tr 3 lf someone is impatient and frequently , you can say...
. "Wait your turn, please. You'll have a chance to talk in a moment.,,
. "Hold on. Let Malik finish what he's saying."

E a lf someone and others don't have the opportunity to speak, you can
politely interrupt by saying ...
. 'Thank you, Noor. Now let's hear what other people have to say.,,
. 'That's an interesting idea. What do you think about that, Jae-jin?"

f 5 lf someone , ask him or her to slow down by saying ...
. 'Would you mind slowing down?"
. "Could you say that a little more slowly, pleaseT'

tr 5 lfsomeone , and others have
trouble understanding what is being said, get
him or her to speak up by saying ...

"Would you mind speaking up a little?"
"l'm afraid we can't hear what you're saying."

C Discuss

GROUPS Discuss the strategies in 1B. Which ones
are the most/least useful? Say why.

@
b speaks too quickly

c goes off topic

d

e

t

speaks too much

speaks too softly

interrupts others
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Meet your Emptoyabitity Skitts Coaches

MODULE 1

Greetings! l'm Dr.

Jabu Cele. I have
my doctorate in
communications
and l'm a senior vice
president at one ofthe
world's top marketing
comPanles.

MODULE 2
Hithere! l'm Emma
Lu, and l'll be your
coach for the
Communication 2
module- l'm
a corporate
teamwork coach.

Hello there. l'm Zehra
Teke and l'll be your
Employability Skills coach
for the module about Goal
Setting. l'm a business I
consultant with a master's
degree in management.

MODULE 4
Hello! My name is

Kristine Ross. l'm the
human resources

manager for a
large, international

company. l'll be
your coach for the

Teamwork module.

MODULE 8
Hello and welcome to the
Wellness module. l'll be
your Employability Skills
coach. My name is Kai
Sugimoto.lhaveaPhD
in psychology and I do
research on health and
wellness.

MODULE 12
Hi. My name is Aisha
Omar. l'm a career
counselor at the U.S.

Department of Labor and
l'll be your coach for the
lnterviewing module.

MODULE 7
Hello, my name is
Felix Becker. l'm a
professional certified
life coach and l'll be
your coach for the Self-
Management module.

MODULE 9
Hello, there. My name

is Ana 5ilva. l'm the
coordinator of social

responsibilty for a large
company and I am your

coach for the Social
Responsibilty module.

MODULE 5
Hi, l'm Sonia Lopez.
l'll be your coach
for the Leadership
module. l'm the Chief
Executive Officer-the
CEO-of the Alacarte
Restaurant Group.

1
Y

MODULE 1O

Hi. Welcome to the
Branding module. l'm
Rakesh Patel. and l'm
your Employability
Skills coach. lwork in
marketing.

MODULE 11

Hello!Welcome. l'm
Justin Roy, and l'm
your coach fortheJob
Search module. l'm a
career advice blogger
and my goal is to
help people find their
dream jobs.

4
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COMMUNICATION,I

Tell your story
A TH lN K ln your online course, you thought about a time when the tone you or

someone else used caused a problem or a miscommunication. What happened and
how did you proceed? Listen to the example.

PAIRS Discuss your story.

SHARE Tell your story to the class.

B

c

Step Take away

A PAIRS Review your notes from the online module and complete the chart.

B SHARE Compare your chart with another pair's. What can you add to your chart?

Step
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