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Course Code: ULAB 3122/UHB 3022
(English for Workplace Communication)
Total Contact Hours: 30 hours

Semester: 3
Academic Session; 2015/2016

Lecturer Teaching Staff of Language Academy, UTM

Coordinator Pn. Linda V.Prapagara (lindavprapagara@utm.my)

Room Neo. D06 316

Telephone No. 07-5531868

Pre-requisite ULAB1112 f UHB1412 {English for Academic Communication)

ULAB2112 / UHB 2422 {Advanced English for Academic Purposes)

Synopsis This course aims to introduce and expose students to the basic principles of communication
at the workplace. Students will be given the opportunities to practise presenting information,
conduciing effective meefing and discussing in formal and informal communicative events,
as well as reading and writing appropriate workplace relafed documents. Students will also
be exposed to situations where they leam to function as individuals and team members and
interact verbally and nonverbally with appropriate language, style and gestures. By the end
of this course, students will be able to communicate effectively in a variety of workplace
contexts.

LEARNING CUTCOMES

By the end of the course, students should be able fo:

Programme .
No. Course Learning Outcome oll‘:t’:;"n;';?s) Ta:(cg:'g:g)les Assessment Methods
Addressed
1. | deliver persuasive oral presentations C83 P3 Present orally
using appropriate visual aids
2. | use self-access learning materials for Cs2 P3 Do MyLine activities
language development
3. | conduct meetings S5 P3 -Conduct meeting
4. | record important information in meetings C31 P3 Write notice, agenda and
using appropriate language style and minutes of meeting
format
5. | write emails using appropriate format & Cs1 P3 Write Email
language
6. | write memorandum using appropriate C81 P3 Final Exam
format & language
7. | write different types of formal letters CS1 P3 Final Exam
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Course Code: ULAB 3122/UHB 3022
(English for Workplace Communication)
Total Contact Hours: 30 hours

Semester: 3

Academic Session: 2015/2016

STUDENT LEARNING TIME

Teaching and Learning Activities

Student Leaming Time (hours)

Face to Face Leamning (30 hrs)

a. Lecturer-Cantered Learning
i. Lecture

o Communicating Formally & Informally at
Workplace

Oral Presentations & Visual Aids

Case Studies

Memorandum

Emails

Formal L etters

Notice of Meeting and Agenda
Meetings

Minutes of meeting

11

b. Student-Cantered Learning (SCL)
i. PracticalTutorial
ii. Student-centred leaming acfivities

Library search
MyLine
Group discussions
Presentation practice
Conducting meeting practice
Minutes of meeting practice
In-class writing :
- Memo/email
- formal letter

11

2. Self-Directed Leaming

a. Non-face-to-face learning or student-centred ieaming {SCL) such
as manual, assignment, module, e-Leaming, efc.

215

b. Revision

23

¢, Assessment Preparations (2 hours X 2)

3. Formal Assessment

a.  Ongoing Assessment

i. Email
i. — Oral Presentation (30 mins X 7 groups )
fii.  Notice of Meeting with Agenda
lv.  Meeting (30 mins X 7 groups)
v.  Minutes of Meeting

1.0
25
1.0
25
1.0

b. Final Exam

1.5

Total (SLT)

80/40=2
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Course Code: ULAB 3122/UHB 3022

. . Semester: 3
ﬁ:g: 'ég;:;c‘fﬁgﬁlsa,c:o ﬁgm&:umcat:on) Academic Session: 2015/2016

TEACHING METHODOLOGY

Lacture and Discussion, Case Study, Co-operative Learning, Independent Study, Group Project, Presentation.

WEEKLY SCHEDULE
Meeting 1 Introduction to the Course
Briefing on course content, mode of implementation, assessment
fntroduction o MyLine and review of grammar.
Workptace Socialising
Unit 1: Working Life (Practice File, Exercises & Test and Phrasebank)
Unit 3: Leisure Time (Practice File, Exercises & Test and Phrasebank)
Unit 5: Customers (Practice File, Exercises & Test and Phrasebank)
Unit 6: Guests and Visitors (Practice File, Exercises & Test and Phrasebank)
Introduce Case study
Meetings 2 & 3 Input on Oral Presentation & Visual Aids
Unit 3: Services and Systems
Assessment on ) _
Oraf Presentation Unit 7: Security
{case studies) Unit 12: Innovation
Meetings
Meetings 485 . . .
Input on Meetings & Minutes of Meeting
Nofice of Meeting ) ‘
. _ Unit 2 :Projects
Minutes meeting Quiz ) .
Unit 8; Working Together
Unit 10; Facilities
Unit 11; Decisions
Unit 15: Performance
Unit 16: Success
Weeks 5 Documents and Correspondence
Assessment on E-mail Input on Formal Letters, Memos and Emails

Conduct Meeting Preparation for Final Exam (sample paper)
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Course Code: ULAB 3122/UHB 3022
(English for Workplace Communication)
Total Contact Hours: 30 hours

Semester: 3
Academic Session: 2015/2016
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GRADING:
0
No. Assessment Number % Total (%) Wesk

1 Oral Presentation 1 15 15 3
(Individual)
*+**¥MyLinE Activities 2 5 10 4

2 | (Individual)
Communication Skills

3 Notice of Meeting & 1 10 10 5
Agenda (Individual)

4 Meetings (Individual) 1 15 15 5
Email (Quiz) 1 10 10

6 | Minutes of Meeting 1 190 10 4
Final Exam (Individual) 1 30 30
Overall Total 100

***Note: Students can log in into MyLinE using the following details:

URL:http://myline.utm.my

Username: UTM-+Matric number {e.g: UTMSX123456ABC78)
Password: Matric number (e.g: SX123456ABC78)




