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This course aims at further developing reading and writing skills of English learners
of intermediate level who have a need for workplace English: people either in, or
training for, jobs in the business world. It aims at further developing reading and
writing skills for complex messages and instructions in the workplace.
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Upon completion of the programme, learners should be able to:

e understand and handle short and simple written communication by using more
advanced grammar, writing skills, for various genres of business writing,
including:

o emails and instructions
meeting agendas and minutes
making and replying to enquiries and complaints
sales letters
informative and analytical reports.
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1. English Grammar
2. Business Writing
3. Revision
(B)Course Assessment
4. Course Assessment
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Trainees will be awarded the certificate if they have fulfilled the following course
requirements :

0] Attain an attendance of 80% or above; and

(i) Pass the overall assessment (50%); and

(i)  Pass the final examination (50%).
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e Form Five and pass the entry test; or
e Holder of “Foundation Certificate in Workplace English (Reading & Writing) |
(Part-time)” of ERB, or equivalent.
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1/F & 2/F, Heya Star, 368 Castle Peak Road, Cheung Sha Wan, Kowloon
FBERY R 1138 368 SR EHE 1 f 2 1

14 Princess Margaret Road, Homantin, Kowloon
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Unit A of 5/F, 7/F & 8/F, Wong Tze Building, 71 Hoi Yuen Road, Kwun
Tong, Kowloon
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Rm 905-7, 9/F and Rm 1101-5, 11/F, Wing On Kowloon Centre, 345
Nathan Road, Kowloon
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