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Introduction

This is the course Anglès tècnic corresponding to the studies of the CFGM of
‘Gestió administrativa’. It is composed of two parts: the written material and the
web material. The written material includes the basic grammatical and lexical
contents, as well as texts related to business and administration. The web material
is composed of online activities and exercises to practise the contents of each unit.

Each unit is composed of three separate sections: “Companies”, “Company
operations” and “Careers”. And each section includes readings related to the
administrative field, grammar reference and explanations about oral and written
language and multiple examples, such as emails, letters or conversations.

Apart from grammar, the material includes vocabulary related to the administra-
tive world, and examples of the language used for greetings, making requests,
making suggestions, and other functions of the language. You can practise the
contents of the written material with a variety of interactive exercices and activities
in the course website and in the web material. However, you should be aware that
the characteristics of a distance course make it very difficult to get enough practice
of the oral skills (listening and speaking), so you will need some extra practice on
your own.

The course contents are divided into three units, and each unit is composed of
different texts, conversations, etc. with the vocabulary used in your professional
field.

The written material is conceived as a manual. You do not have to study and
learn all the contents in the book, though it is advisable to read it, and meet the
characters that appear in every section. They will guide you through your learning
process. The aim of this book to offer you the vocabulary and language tools that
you might need at your workplace.

Here are some tips about the best way of using this course:

• Check and write down the deadlines for submitting the activities (you will
find the course schedule in the ‘Pla de Treball’).

• Look at the contents page in the written material to see what the unit is about
and which topics you will practise.

• Go to the self-correcting exercises and the activities on the web to practise
the contents of the unit.

• Go to the course website and check the activities that you will have to submit.
You will find two oral activities (speaking and listening), an interactive
grammar quizz and some written exercises in a text file, which you will
have to download and submit for correction.

• Use all or some the resources available for you: written material, web
material, complementary material, websites, reference books, etc., and then
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do the exercises as well as you can. You can start doing the activities in the
order that you prefer, but do not leave everything for the last day.

• Submit your activities before the deadline.

You can use a dictionary if you have problems with the language, but you should
also make an effort to understand the main ideas of a text without knowing all
the words. As for automatic translators, they are very useful to understand short
written texts (like the instructions of an exercise), but do not use them to translate
the whole material or to write a text in English. The idea of presenting the written
material in English is that you can learn the language by using it, so it makes no
sense to use an automatic translator to do the work for you. Remember also that
you can ask your teacher or your classmates anytime you need their help.

Apart from all these technical resources, it is very important that you adopt a
specific attitude to be successful in this course. We understand how difficult
English is for many of you, but we can assure you that if you work hard, you
do all the activities and you are patient, you will have no problems with English.
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Learning Objectives

By the end of the module you will be able to:

1. Transfer the information given in a foreign language from a written code to an
oral one, and vice versa.

2. Identify the most important aspects and the discursive organization correspon-
ding to the oral and written texts given in a professional field.

3. Interpret the required information given by the speaker in a foreign language on
the phone, in-person or written, taking into account the context and the situation.

4. Select the appropriate (synthetic, wide or partial) reading from the received
information, according to the proposed action or exercise.

5. Write texts with accurate vocabulary, required formal aspects, rules and
formalities of each country related to commercial worldwide operations.

6. Communicate in a foreign language in an ordered, coherent and effective way
in a commercial activity.

7. Formalize and write documentation related to the commercial activity in foreign
markets that requires the use of a foreign language with the appropriate operation
data and information systems.

8. Write a translation mentioning the important aspects and the specific nature of
the text.

9. Translate from and to texts, forms, reports and other documents related to the
international commercial activity, taking into account the specific vocabulary and
using computer-assisted translation techniques.

10. Solve comprehension and expression problems related to the linguistic and
communicative contents in the professional field.

11. Respect registry and socio-cultural standards of the country addressing the oral
or written communication, in the field of the international commercial activity.

12. Take into account the importance of language as a vehicle of communication
and understanding in the field of international commercial activity, technology,
culture and knowledge.
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Contents
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Careers
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