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Technical English for Logistics
Duracién: 30 horas
Modalidad: Telefomacién
Objetivos:

e This course aims to prepare the learner with the basic tools to carry out
tasks in international work environments in English, with knowledge of the
most common formal and everyday expressions.

e By the end of the course the learner wi | have studied the language
necessary to feel confident when discussing the most important technical
details of international logistics management.

Contenidos:
Unit 1: Formal and Everyday Expressions in Logistical Operations
« Using Different Registers
o Functions: Greetings, recognizing formal/informal register
o Grammar: Courtesy, making requests, interrupting, confirming
« Appropriate Register in Business
o Functions: Using the right language in different business situations
o Business Areas and Roles
o Functions: Describing sectors and job roles
e Logistics Vocabulary
o Common terminology and exercises
o Test Exercises

o Focus: Greetings, farewells, formal/informal language, business
vocabulary

Unit 2: Document Management in International Trade
e Giving Instructions
o Language for orders and instructions
« International Commercial Transactions
o Vocabulary and functions for agreements
o Proof of Delivery & Fax
o Business communication examples

e Purchasing Orders
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o Structure and practice creating purchase orders
Bills and Invoices
o Formal/informal language, constructing and understanding invoices
Requesting Payment
o Language for late payment correspondence
Catalogue Sales and Writing Cheques
o Expressions and forms
Test Exercises

o Review of documents in international logistics

Unit 3: Customer Service

Terminology in International Operations
Exchanging Information and Correspondence

o Handling information requests, indirect questions, formal/informal
language

Telephone Skills
Making an Order
Taking Messages
o Vocabulary: caller, call back, leave a message, postpone, etc.
Complaints and Apologies
o Vocabulary and letter writing practice
Test Exercises

o Language for customer service and logistics terminology

Unit 4: Commercialisation of Logistics Services

Do's and Don'ts in International Business
o Cultural norms, greetings, gift giving
Sales Meetings
o Specific vocabulary
Negotiation with Providers
o Handling delivery problems
Product Description

o Vocabulary and conversation practice
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« Promotion Media
o Advertising mediums, pros and cons, marketing vocabulary
o Test Exercises
o Focus on cultural norms, sales, product description, marketing
Unit 5: Formal Written Communication
o Written Correspondence

Informal Emails

o Expressions and vocabulary
o Formal Emails and Letters
o Formal tone and layout
e Writing Reports
o Structure and language
o Presentations
o Vocabulary, organization, signposting
o Test Exercises
o Review of correspondence, reports, presentations
Unit 6: Managing the Internationalisation of Logistics Services
e Global English
o Grammar: Articles
o Pronunciation: Homophones
e Cultures Around the World
o Vocabulary: Customs and traditions
o Speaking practice
e Incoterms
o Key international trade terms and meanings
« International Logistics Documentation
o Transport, financial, and logistics documents
e Import and Export
o Listening and vocabulary related to company services

o Complaints handling
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o Sea Travel Vocabulary
o Ship parts and sailing processes

« Test Exercises

o Review: global English, Incoterms, import/export vocabulary

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.


mailto:formacion@formagesting.com

