
COURSE OUTLINE
Module 1: Starting Work

Unit Introduc�on

Situa�ons: response video

Unit review

Mee�ng people: scenario video

Mee�ng people: response video

Listen to the expert 

Situa�ons: scenario video

1.1

1.2

1.4

1.6

1.3

1.5

1.7



Module 2 : On the phone

Unit Introduc�on

Making arrangements: 
scenario video

Telephoning: scenario 
video

Telephoning: response 
video

Making arrangements: 
response video

Listen to the expert

2.1

2.2

2.4

2.3

2.5

2.6

2.7

Unit review



Module 3: Presentations

Unit Introduc�on

Dealing with ques�ons: 
scenario video

Star�ng a presenta�on: 
scenario video

Star�ng a presenta�on: 
response video

Dealing with ques�ons: 
response video

Listen to the expert

3.1

3.2

3.4

3.3

3.5
3.6

3.7

Unit review



Module 4: Meetings and video conferences

Unit Introduc�on

Troubleshoo�ng: 
response video

Mee�ngs: scenario 
video

Mee�ngs: response 
video

Listen to the expert 

Troubleshoo�ng: 
scenario video

4.1

4.2

4.4

4.3

4.5
4.6

4.7

Unit review


