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ÇANKAYA UNIVERSITY

FOREIGN LANGUAGES DEPARTMENT
ENGLISH LANGUAGE UNIT
 


2017-2018 ACADEMIC YEAR

SPRING TERM
SYLLABUS FOR ENG 322 (Elective)
(303) ECTS Credit 03
ENGLISH FOR PROFESSIONAL SKILLS
FOR ALL DEPARTMENTS 

ENG 322 is an integrated-skills based course that is designed for students who are nearing their graduation and need the essential skills during the process of application and while performing on the job. The aim of the course is to equip them with necessary knowledge that is obligatory in the world of business. To this end, the course centers the learner and puts the emphasis on building their self-awareness considering their skills, interests, personality traits, and values. As a result, they explore and overcome the obstacles that they might have in the process of entering the domains of work life after graduation. Throughout the course a theme-based and communicative syllabus format will be followed.
Our course book is The Compass: Setting Sail for Successful Careers and you need to get a copy of the book. 
This book is comprised of 4 units. We are going to cover the first 3 units of this book in English for Professional Skills course. 
We wish you a productive and happy semester (
OBJECTIVES: 
Upon studying the assigned materials and completing the course successfully, students will be able to:

Speaking

· present information in a well-organized way

· respond to an idea

· ask and answer questions

· perform well in an interview

· make and receive calls at work

· connect people and exchange information

· take and give messages

Reading

· read for specific information

· indicate different views/ideas

· examine different perspectives

· make links between ideas

· enhance related vocabulary 

Writing

· recognize the official documents for application (Cover Letter, CV, Statement of Purpose/Letter of Intent)

· design the layout of the documents

· organize related information

· use language effectively

LEARNING OUTCOMES:

Students will be able to:

· make successful career plans

· improve their skills, values, interests and future expectations
· build an awareness of intended career plans
utilize them to express themselves in written and oral forms of communication
TEXTBOOK:  Mekik, Çiğdem & İzgören, Meltem. (2016). The Compass: Setting Sail for Successful Careers. Nüans Publishing: Ankara, Çankaya.

          



(**Only the first 3 units will be covered in this course.)
METHOD OF INSTRUCTION: Lecture, class discussions, individual study, group work, and pair work
ATTENDANCE: Students are required to attend classes.
MAKE-UP POLICY FOR EXAMS: Students who miss the midterm or final exam will not be given a make-up exam unless they submit an approved medical report or any other official document proving their excuse to university authorities.
GRADING: 
	Assessment Tool
	Quantity
	Percentage
	Process Writing

	Writing (portfolio)
	3
	%20
	CV Writing:

First Draft  3 pts + Final version 3 pts= total 6 pts

Cover Letter:

First Draft 2 pts + Final version 2 pts: total 4 pts
Statement of Purpose/ Letter of Intent:

First Draft 5 pts + Final Version 5 pts= total 10 pts


	In-class Discussion
	
	10%
	

	Midterm Exam 
	1
	20%
	

	Vocabulary Quizzes
	2
	10x2=20%
	

	Final Exam

(Interview)
	1
	30%
	


	WEEK
	THE COMPASS: SETTING SAIL FOR SUCCESSFUL CAREERS
	OBJECTIVES
	WRITING


	TARGET VOCABULARY
	REMINDERS

	1

12.02.2018

16.02.2018
	Course Introduction
	- Indicate different views and ideas about the concept of success

- Read for main ideas
- Listen for main ideas and details


	
	Collocations
Make it into

Resonate (well) with

Quantitative skills

Correspond with 

End up somewhere

Look into something

Vocabulary

Realm (n)

Mentor(n)

Mindset(n)
Disseminate (v)
	Study the list of words/phrases which help you to define your abilities and skills on pages 14-15 before you come to class next week.

	
	
	
	
	
	

	
	INTRODUCTORY UNIT 

What is success? p.3

Reading: “Mehmet Toner”  p.4-5

Listening a success story: “Mehmet Toner” p.6-7-8-9
	
	
	
	

	2

19.02.2018

23.02.2018
	UNIT 1 CAREER PLANNING & SELF-EXPLORATION

Know Thyself

· Consider your interests p.13
· Identify your abilities and skills p.14-15
Vocabulary exercises pp. 203-207
	- Indicate your ideas about the questions
- Build an awareness of your personality, skills and abilities

- learn and practice target vocabulary for self-assessment


	
	Skills and Abilities /Verbs
Conceptualize (v)

Display (v)

Improvise (v)

Customize (v)

Illustrate (v)

Adapt (v)

Consult (v)

Advocate (v)

Empower (v)

Investigate (v)

Outline (v)

Supervise (v)

Recruit (v)

Collaborate (v)

Mediate (v)

Initiate (v)

Delegate (v)

Skills and Abilities /Nouns

Deadline (n)

Policy (n)

Logistics (n)

Priority (n)
	Study the list of values on pages 16-17 and the list of personality adjectives on page 19 before you come to class next week.

	3

26.02.2018

2.03.2018
	UNIT 1 CAREER PLANNING & SELF-EXPLORATION

Know Your Values p.16
Know Your Personality Part 1 p.19
Vocabulary exercises p. 208
	- develop a sense of your values
- learn and practice personality adjectives
	
	Values in Work Life
Opportunity for growth

Constructive competition

Opportunity for self-expression

Recognition for accomplishments

Integrity

Attention to detail

Personality Adjectives

Modest, Self-assured, Pragmatic, Impartial, Unbiased, Courageous, Extroverted 


	

	4

5.03.2018

9.03.2018
	UNIT 1 CAREER PLANNING & SELF-EXPLORATION

Know Your Personality Part 2 p.22
Set Career Goals p. 23
Vocabulary exercises p. 209
	
	
	Personality Adjectives 
Proficient, Responsible, Competent, Focused, Persistent, Knowledgeable, Versatile, Cooperative, Conscientious, Thorough, Decisive, Resourceful, Vivacious, Persevering, Dedicated, Diligent, Receptive, Results-oriented, Practical, Sensitive, Sensible, Resilient
	Vocabulary Quiz 1 (10 pts)

	5

12.03.2018

16.03.2018


	UNIT 2 APPLYING FOR A JOB OR GRADUATE STUDY

Reading Job Ads (Ad Jargon) pp.27-32

Related Vocabulary pp.33-34
Reading Graduate School pp. 35-40

Related Vocabulary pp.41-42


	- Learn and practice Job Ad vocabulary
	
	Job Ad Jargon
Vacancy (n)            

Fringe Benefit (np)

Senior (adj)

Shift (v/n)

Competence (n)

Relocate (v)

Qualification (n)

Proven track record (np)

Position (n)

Remuneration (n)

Proven ability (np)

Asset (n)

Posting (n)

Compensation (n)

Candidate (n)

Verifiable (adj)

Eligible (adj)

Job description (np)

Graduate School Announcement Jargon
Pursue (v), Qualify (for) (v),Credentials (n), Grants (n)

Funding (n), bursary (n), scholarship (n)

Employment Terminology

Shortlist, promote, fire, appoint, notice
	

	6

19.03.2018

23.03.2018
	UNIT 2 APPLYING FOR A JOB OR GRADUATE STUDY

Preparing Application Documents p.43
· CV

· Parts of a CV pp.44-47
· Sample CV pp.52-53

· Sample CVs pp.215-218
· CV Template p.48-49
· Selected Action Verbs p.54
Vocabulary Exercises pp.219-220
	- Learn and practice the selected action verbs used in CV writing
- Analyze CV layout and its parts


	
	Action Verbs
Stimulate, Fabricate, Project, Overhaul, Counsel, Facilitate, Act, Allocate, Represent, Initiate, Negotiate, Implement, Diagnose, Dispatch, Monitor, Enlist, Compile, Coordinate,
Anticipate, Install, Negotiate, Maintain

	- Find a job ad and/or a graduate school ad that you want to apply for. 

- Read the ads and identify the required qualifications
- Decide whether your qualifications match with the ones in the ads

- Bring the ads with you to class next week

	7

26.03.2018

30.03.2018
	CV WRITING
	
	CV Writing (first draft)
2 hours
	
	Vocabulary Quiz 2 (10 pts)
Bring your job ads and/or graduate school ads to class next week

	
	VOCABULARY
	
	
	
	

	8

2.04.2018

6.04.2018
	UNIT 2 APPLYING FOR A JOB OR GRADUATE STUDY

Preparing Application Documents

- Cover Letter Layout p.58
- Parts of Cover Letter pp.55-57
- Sample Cover Letter p.59

- Completion of a cover letter p.60-61
- Analyzing sample cover letters pp.221-222
	- Analyze cover letter layout and its parts
- Identify the differences and similarities between CV writing and cover letter writing 
	Cover letter writing to accompany your CV for the job or graduate school ad. (first draft)
2 hours
	
	

	9

9.04.2018

13.04.2018
	MIDTERM
	
	
	
	

	10

16.04.2018

20.04.2018
	UNIT 2 APPLYING FOR A JOB OR GRADUATE STUDY

Application Forms (Answering Challenging Questions)
UNIT 2 APPLYING FOR A JOB OR GRADUATE STUDY

Preparing Application Documents

· The Statement of Purpose/Letter of Intent pp.66-

· Parts of a statement of purposep.69
- sample letters pp. 72-81
	- Practice filling in application forms
	Answering challenging questions from different application forms
	
	Bring your job ads and/or graduate school ads, CV and cover letter to class next week

	11

24.04.2018

27.04.2018
	UNIT 2 APPLYING FOR A JOB OR GRADUATE STUDY

· Sample letters pp.232-235
	-learn and practice writing a statement of purpose(a letter of intent
	Writing a statement of purpose/a letter of intent

3 hours
	
	

	12

30.04.2018

4.05.2018
	UNIT 3 INTERVIEWS

Before the interview pp.86-87

Interview types pp.88-89
Common interview questions pp.91-92-93

Practice interview questions pp.96-97-98
	-learn and practice interview questions

-use accurate grammar, vocabulary and clear specific examples

- answer questions about yourself, your background and your application
	
	
	

	13

7.05.2018

11.05.2018
	UNIT 3 INTERVIEWS

During the interview pp.101-103
After the interview pp.105-106
	-learn and practice interview questions

-use accurate grammar, vocabulary and clear specific examples

- answer questions about yourself, your background and your application

-write a thank you email to the employer
	
	
	

	14

14.05.2018

18.05.2018
	REVISION
	
	
	
	Delivering portfolio file (Job ad/graduate school ad – CV – Cover Letter – Statement of Purpose)
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