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Objectives
This subject aims to develop the English language skills required by students to 
communicate effectively in their future careers.

Intended Learning 
Outcomes

(Note 1)

Upon completion of the subject, students will be able to:

a. plan, organise and produce effective workplace correspondence;
b. interact professionally in job interviews;
c. participate actively in workplace discussions; and
d. plan, organise and produce professional technical documents.

To achieve the above outcomes, students are expected to use language and text 
structure appropriate to the context, select information critically, and present 
and support stance and opinion.

Subject Synopsis/ 
Indicative Syllabus

(Note 2)

This syllabus is indicative. The balance of the components, and the 
corresponding weighting, will be based on the specific needs of the students.

1. Professional portfolio and technical documents
Improving comprehension of technical texts; understanding and applying
organisation structures and language features to produce professional
technical documents such as proposals and portfolios; achieving cohesion
and coherence; using an appropriate style, format, structure and layout.

2. Job interviews and work-related discussions
Practising the specific verbal and non-verbal skills required in job-seeking
interviews for communication with potential employers, and in workplace
discussions with a range of participants such as co-workers, clients and staff
of government departments.

3. Workplace correspondence
Selecting and using relevant content; organising ideas and information;
maintaining appropriate tone, distance and level of formality; achieving
cohesion and coherence; using an appropriate style, format, structure and
layout.

4. Language appropriacy
Using context-sensitive language in spoken and written English.

5. Language development
Improving and extending relevant features of grammar, vocabulary and
pronunciation.



Teaching/Learning 
Methodology 

(Note 3)

Assessment 
Methods in 
Alignment with 
Intended Learning 
Outcomes

(Note 4)

Specific assessment 
methods/tasks 

%
weighting

Intended subject learning outcomes to 
be assessed (Please tick as 
appropriate)

a b c d

1. Workplace
correspondence

30%

2. Job interview and
discussion

40%

3. Professional
portfolio for
chartered assessment

30%

Total 100 %

Explanation of the appropriateness of the assessment methods in assessing the 
intended learning outcomes:

This subject adopts the method of 100% out of class assessment.
and writing skills are evaluated through assessment tasks related to the learning 
outcome areas. Students are assessed on the accuracy and the appropriacy of the 
language used in fulfilling the assessment tasks, as well as the selection and 
organisation of ideas.

Student Study 
Effort Expected

Class contact:

Online seminars 39 hrs.

Other student study effort:

Classwork-related, assessment-related, and self-
access work

78 hrs.

Total student study effort 117 hrs.

Reading List and 
References

Required reading
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Students are encouraged to use the range of services and initiatives provided by 
the ELC including our Speaking Assistance Programme, Writing Assistance 
Programme, workshops, and Open Online Courses.


