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English: Commercial Management
Duracién: 200 horas
Modalidad: Telefomacién
Objetivos:

e This course combines general English lessons with specific lessons in
English applied to business management. The objective of the course is
to learn how to carry out the administrative management tasks of
commercial / business relations in English both correctly and fluently, and
use English to manage the oral and written communication processes
necessary to the commercial activity of the company.

Contenidos:
Unit 1: Having an Accident
Aims:

e Introduce and reinforce vocabulary, grammar, and functions through
interactive activities

e Focus on listening comprehension, speaking, spelling, and writing practice
Structures and Functions:
e Modal verbs: can and can’t (for ability)
o Exchanging telephone numbers and addresses
o Prepositions of place: over, on, in
Vocabulary Focus:
e Clothes
o Colours
« Basic telephone expressions
Activities:
o Word/sentence-picture association
o Gap-fill listening exercises
o Listen and repeat (pronunciation + spelling)
o Writing practice
« Dubbing short dialogues

o Choosing synonymous expressions
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Unit 1
Aims:

.2: A Robbery

Recycle and practice vocabulary and grammar through
listening and pronunciation tasks

Focus:

Telephone expressions
Can and can't (for ability)
Present simple

Prepositions of place

Activities:

Unit 1
Aims:

Sentence-picture association
Listening gap-fills
Spelling and pronunciation practice

Listening and repeating expressions

.3: Can | Help You?

interactive

Consolidate vocabulary and structures through interactive tasks

Structures and Functions:

Modal verbs: can and can’t (ability, permission, possibility)
Present simple (all forms)
Exchanging personal information

Prepositions of place

Vocabulary Focus:

Clothes

Telephone expressions

Activities:

Word/sentence-picture association
Listening with gap-fill

Vocabulary listening with clickable audio
Spelling and pronunciation drills

Dialogue dubbing
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« ldentifying equivalent expressions
Unit 1.4: Night Shift — Master Class
Focus:
o Comparison between past and present
« Daily routines and professions
e Using expressions in real-time conversation
Activities:
« Guided dialogue with teacher (fully in English)
e Immediate pronunciation and writing evaluation
« Review test and skill consolidation exercises
Unit 2: At the Police Station
Aims:
« Introduce and consolidate vocabulary and structures in practical contexts
Structures and Functions:
o Physical descriptions
Vocabulary Focus:
e Clothes
e Months and years
Activities:
o Word/sentence-picture association
« Dialogue comprehension
Unit 2.2: What Does He Look Like?
Aims:
e Practice grammar and descriptive language through guided tasks
Structures and Functions:
e Adjective order
o Present simple (all forms)
Vocabulary:
o Physical descriptions

o Clothes
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Activities:

« Picture-word association

« Listening gap-fills

e Vocabulary listening

e Spelling and pronunciation practice

e Reading: matching questions to answers
Unit 2.3: Do You Know Him?
Aims:

« Review and apply grammar and vocabulary in realistic contexts
Structures and Functions:

o Adjective order

e Present simple

« Talking about age
Vocabulary:

o Physical descriptions

o Clothes

o Numbers (review and extension)
Activities:

« Picture-sentence association

« Listening and gap-fills

« Student-led vocabulary listening

o Spelling and pronunciation

o Matching Q&A

e Dubbing dialogues

o Selecting synonymous sentences
Unit 2.4: Who'’s That? — Master Class
Focus:

o Describing and defining people and objects
Activities:

« English-only interactive class
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o Guided dialogues with a teacher
« Evaluation exercises (comprehension, pronunciation, writing)
o Final writing task: “Describe your family or friends”
« Consolidation test
Unit 3: The Fifth Annual Race
Aims:

e Introduce and reinforce direction-related language through listening and
vocabulary practice

Vocabulary Focus:
o Places in town
« Basic directions
Activities:
o Picture-word association
o Dialogue comprehension
Unit 3.2: How Do | Get There?
Aims:
e Practice grammar and direction-giving language
Structures and Functions:
e Prepositions of movement
e Imperative (positive)
« Expressions with go (e.g., go up, go down, go onto)
Vocabulary:
o Places in town
« Directions
Activities:
« Picture association
o Gap-fill listening
e Vocabulary practice through clickable listening
e Spelling and pronunciation exercises
« Matching and multiple choice

Unit 3.3: Turn Left!
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Aims:

Consolidate direction language and sentence structure

Structures and Functions:

Prepositions

Imperative

Vocabulary:

Directions

Places in town

Activities:

Listening with gap-fill
Clickable vocabulary listening
Spelling and pronunciation
Matching Q&A

Dubbing scenes

Choosing synonyms

Multiple choice

Unit 3.4: Your City — Speaking Assignment

Activities:

Final test with practical tasks
Speaking practice

Summary of unit with consolidation exercises

Unit 4: Personal Communication

Aims:

Use appropriate registers in professional contexts (company—client,
company-supplier, internal)

Describe business structures and practice professional communication

Functions and Grammar:

Greetings and register: formal vs. informal
Describing company structures using organization charts
Grammar: use of articles

Present continuous: functions of departments
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e Making requests, confirming, interrupting politely (courtesy language)
Vocabulary Focus:

e Business and organizational vocabulary

e Technology and training-related terms

o Phrases for oral and virtual presentations
Activities:

« Reading and gapped text for gist

« Listening for detail and dictation

o Ordering words, proofreading

o Oral presentation practice with useful expressions
e Describing a company using org charts

Unit 5: Looking After Her Dog

Aims:

e Introduce practical expressions and structures related to giving
instructions and care

Vocabulary Focus:

o Everyday expressions: | suppose so, poor thing, someone, anyone
e Instructions and prohibitions

Grammar and Functions:

e Giving instructions

« Negative imperatives for prohibitions

« Quantifiers: a few, a little, a lot of, plenty of, any, enough
o Negative agreement with either

e Expressing frequency: once, twice, three times
Activities:

o Picture-word association

« Listening to dialogues and comprehension

« Writing sentences

e Pronunciation and spelling practice

o Dialogue dubbing and choosing synonyms

Unit 5.4: Instructions — Master Class
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Focus:

« Giving and understanding directions

o Describing typical places in a town or city
Activities:

« English-only guided class with live questioning
e Pronunciation and writing evaluation

o Comprehension test

o End-of-unit review tasks

Unit 6: Night Shift Workers

Aims:

o Immerse students in real-life English situations through vocabulary and
comprehension

Lesson Structure:

1. Vocabulary Introduction

2. Dialogue Practice — answer questions freely

3. Reading: A Good 'Cuppa’ — about UK tea/coffee habits
Skills Developed:

« Reading for gist and detail

o Listening comprehension

o Answering inference-based questions

« Cognitive skills: attention, memory, processing speed, auditory analysis
Activities:

e Matching statements to reading sections

o Comprehension and vocabulary testing

e Vocabulary reinforcement through repetition

o End-of-unit tests and consolidation

Unit 7: Telephone Communication

Aims:

o Develop effective phone communication in a business context
Functions and Grammar:

« Phone message skills: taking and leaving messages
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o Organising meetings: using future tenses
« Making an order and requesting/providing information
Vocabulary Focus:

o Terms like caller, call back, unavailable, convenient, leave a message,
face-to-face

e Administrative and scheduling language

Activities:

« Dialogue practice

e Listening and transcription

« Q&A from phone conversations

e Role-plays: message-taking, meeting arrangement, placing orders
Unit 8: What a Mess! There Was a Party

Aims:

e Introduce and reinforce vocabulary and grammar related to home, past
events, and quantities

Vocabulary Focus:

o Parts of the house

o Furniture

e Months of the year

Structures and Functions:

o Past simple of to be

« Temporal expressions: now, yesterday, last week
o There was / There were

o Expanded use of adjectives

e Questions using How much? and How many?
Activities:

o Picture-word association

o Guided listening with comprehension questions
o Gap-fill and sentence rewriting

e Pronunciation practice

Unit 8.3: A Flat to Rent
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Aims:
« Consolidate grammar and vocabulary from earlier lessons
Review of Structures:
e There was/ There were, past simple
« Interrogative pronouns
e Adjective use
e How much / How many
Activities:
« Listening for multiple choice
o Listen-and-write tasks
o Choosing synonymous sentences
o Film dubbing
o End-of-unit test
Unit 9: How Was Your Day?
Aims:

e Introduce and practice past simple structures and everyday vocabulary
through interactive tasks.

Lesson 1: Better or Worse
Grammar & Functions:
« Interrogative and negative forms of past simple
o Irregular past tense verbs
o Expressing obligation: have to
o Comparative forms of long and irregular adjectives
Vocabulary:
o Seasons
e Months and ordinal dates
e Modes of transportation
Activities:
o Guided listening and vocabulary selection
o Fill-in-the-blanks

o Choosing the correct word or phrase
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Lesson 2: What Did You Do Last Saturday?
Grammar & Functions (Review):

o Past simple (interrogative/negative)

e lrregular verbs

o Have to (obligation)

« Adjective comparisons

« To go by + transport (e.g., go by bus)
Vocabulary:

« Seasons

o Ordinal months/dates

e Travel and transport
Activities:

o Pronunciation: soft "th" (listen and repeat)

e Sentence-image association

o Listening + gap-filling

e Synonym sentence selection

e Multiple choice and dubbing a video
Lesson 3: What You Did Yesterday — Master Class
Description:

e Teacher speaks only in English and asks guided questions using past
simple.

o Students respond in structured dialogues.
Post-Class:
« Listening and pronunciation evaluation (Dexway system)
o Writing practice
o Test Exercises: Mixed skills for unit review
Unit 10: Going Back to England
Lesson 1: What Is He Doing?
Grammar Focus:

e Introduction to present continuous
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Describing ongoing actions

Activities:

Sentence-picture association

Short dialogue comprehension

Guided listening

Lesson 2: What’s the Matter?

Grammar & Functions:

Full forms of present continuous

Contrast with present simple (habits vs. current actions)
Use of some / any

Vocabulary:

Daily routines

Activities:

Sentence-image match

Fill-in-the-blank

Choosing correct options

Video dubbing

Choosing synonymous sentences

Lesson 3: What Is She Doing? — Master Class
Focus:

Use of present continuous to describe images and current activities
Post-Class Activities:

Listening/writing comprehension

Speaking assignment: Weekend plans

Test exercises: Grammar/vocabulary review

Unit 11: Written Communication
1. Informal Emails
Focus:

Basic structure
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Vocabulary and common expressions

2. Formal Emails and Letters

Focus:

Typical format and tone for formal written communication
3. Administration: Memo

Vocabulary Includes:

Memo-specific terms: reminder, reschedule, internal, heading, signature,
deadline

Distinction: informal vs. formal language

Functions:

Writing, organizing, and understanding a memo
Recognizing memo format and components

Activities:

Dialogues for memo note-taking

Listening: identifying/correcting memo errors
Fill-in-the-gap format practice

4. Writing a Report

Focus:

Report structure and vocabulary (e.g., sick leave, productivity)
Useful connectors: in addition, despite, moreover, due to
Activities:

Dialogues and structured writing tasks

Example-based learning

5. Writing a Personal Statement

Grammar:

Adverbs of time

Function:

Writing a personal statement using relevant vocabulary and expressions
Unit 12: The Fortune Teller

Lesson 1: He Is Going to Work at Home
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Grammar & Functions:

« Going to + infinitive (plans, predictions, deductions)

o Present simple for habits

o Present continuous for temporary states
Vocabulary:

o Work and leisure

e Ordinal numbers for special events

o Get expressions: get married, get dressed
Activities:

e Sentence-image association

o Gap-filling

o Choosing correct options
Lesson 2: What Are You Doing Nowadays?
Grammar & Functions (Review):

e Same as Lesson 1

« Expression of time: nowadays, at the moment
Vocabulary:

o Work and leisure

o Dates and time expressions
Activities:

e Pronunciation: listen and repeat

e Image-expression matching

« True/false listening

e Synonym matching

o Gap-filling

e Video dubbing
Lesson 3: What Are You Going to Do? — Master Class
Focus:

e Going to for future plans

Post-Class Activities:
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Pronunciation and writing exercises

Test exercises: Review and consolidation of all skills
Let me know if you'd like these summaries turned into:
A printable course syllabus PDF

A progress tracker spreadsheet

A lesson-by-lesson teacher guide

Unidad 13: Returning to Work

Objetivos:

Revision y consolidacion de contenidos mediante ejercicios interactivos:
asociacion imagen-palabra/frase, comprension auditiva con dialogos,
doblaje de video, rellenar huecos.

Gramatica y funciones revisadas:
Pasado simple para narrar hechos
Uso de some y any

Descripciones de casas y hogares
Presente continuo

Going to + infinitivo para planes
Comparativos de adjetivos
Vocabulario:

Casa y hogar

Ropa y vestimenta

Actividades:

Asociacion imagen-frase/palabra
Comprension auditiva con huecos
Practica de pronunciacion (escucha y repeticion)
Escucha guiada

Doblaje de video

Comprensién lectora: "High Days and Holidays"
Texto sobre festividades britanicas (ej. Navidad)
Actividades: opcion multiple, verdadero/falso

Objetivo: lectura activa y habilidades cognitivas (analisis auditivo,
segmentacion, memoria)
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Redaccion:
Describir actividades diarias

Ejercicios de evaluacién:
Practicas variadas para consolidar lo aprendido

Unidad 14: Buying-Selling Process
English: Commercial Management 7/9

Objetivo general:
Uso adecuado del registro formal e informal en contextos de negocio
relacionados con la compra-venta y administracion comercial.

Contenidos principales:
1. Using Appropriate Register in Business Situations

« Formacion de empresas, fusiones, acuerdos de entrega, métodos y
plazos de pago

e Uso de lenguaje segun el contexto

2. Administration — Asking for Information

e Vocabulario: catalogos, cartas comerciales, phrasal verbs
o Formacion de cartas de consulta (enquiry letters)

e Preguntas indirectas en registros formales

3. Acknowledgement Letters

o Cartas de acuse de recibo o confirmacion

« Dialogos y ejercicios practicos

4. Meetings and AGM

e Vocabulario para reuniones y asambleas generales
o Lenguaje formal para reclamaciones de pago

5. Bills and Invoices

« Vocabulario formal/informal sobre facturacion

o Construccion y comprension de facturas

e Practica auditiva y calculos basicos

6. Import and Export — Company Services

« Solicitudes de servicios de importacion/exportacion
« Vocabulario sobre quejas y productos defectuosos

7. Management — Complaints
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e Frases y estructuras para redactar quejas y reclamaciones
« Ejercicios para redactar respuestas y disculpas

Unidad 15: Commercial Management Revision
English: Commercial Management 8/9

Objetivo general:
Revisién y consolidacion del contenido comercial y del lenguaje de
negocios aprendido en unidades previas.

Contenidos revisados:
1. The Language of Business
o Registro formal/informal
o Expresiones tipicas de negocios
2. Company Structure
e Vocabulario de organizacion empresarial
3. Preparing for the Training Programme
« Tecnologia y formacién (enfocado en lectura)
4. Running the Training Session
o Tecnologia y formacién (enfocado en escucha)
5. Virtual Presentations
e Vocabulario de presentaciones
« Habilidades orales y auditivas
6. Enquiries and Orders
e Revision de cartas de consulta y pedidos
7. Arranging a Meeting
o Organizacién de reuniones, redaccion de agendas y actas
8. Telephone Communication
« Lenguaje para comunicacion telefénica empresarial
9. Business Correspondence
o Correspondencia comercial
10.Memos and Reports
o Redaccion y revision de memorandos e informes

11.Bills and Invoices
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« Revision de facturas y recibos

Contacto e inscripcion:

e Email: formacion@formagesting.com
e Teléfono: 722164372 / 672836085

Informacién adicional:

e Convocatoria continua.
e La plataforma esta abierta 24x7 y es accesible.

e Los cursos de Formagesting son bonificables por Fundae. Al contratar el
curso, la gestion se realiza de manera gratuita.
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