
1. GENERAL DESCRIPTION 
A. Date 
B. Department 
C. Course Number 
D. Course Title 
E. Course Outline Preparer 

F. Department Chairperson 

G. Dean 

City College of San Francisco 
Course Outline of Record 

September 2014 
English as a Second Language 
ESLV 3800 
ESL for the Workplace 
Marcia Chan and Kathleen 

Gregory Keech 

Vinicio Lopez 

H. Curriculum Committee Chair Melinda Weil 

1. Vice Chancellor 

II. COURSE SPECIFICS 
A. Hours 
B. Units 

Susan Lamb 

85 hours 
Noncredit 
None 
None 

'--

C. Prerequisites 
Corequisites 
Advisories 

D. Course Justification 
Completion ofESLN 3300 (Begilming High 3) 
This class meets student demand for tl1e verbal 
communication skills and cultural knowledge 
needed for successful U. S. employment. 

E. Field Trips 
F. Method of Grading 
G. Repeatability 

III. CATALOG DESCRIPTION 

No 
PassINo Pass/SP 
As Needed 

Basic verbal communication skills and cultural knowledge needed in preparation for finding 
employment in the United States. 

IV. MAJOR LEARNING OUTCOMES 
Upon completion of this course a student will be able to: 

A. Compare some cultural values and attitudes in the United States towlli'ds work with 
those in fue student's native country. 

B, Recognize appropriate standards of politeness and appearance in the workplace. 
C. Describe past work experience, education, training, and skills related to job interviews. 
D. Compose a simple resume and cover letter. 

V. CONTENT 
A. Cultural values and attitudes in the workplace 

1. American work values and attitudes (e.g. concept of "on time") 
2. Work values and attitudes of student's native country (e.g. relationship between 

management and worker) 
3. Diversity in the workplace 

a. Identification and discussion of ethnic, age, and other diversities in the U.S. 
workplace 
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b. Strategies for getting along with different kinds of people in the workplace using 
listening, speaking, reading, and writing skills (e.g. conflict resolution, reading 
and case studies of cultme clash situations) 

B. Standards of politeness and appearance 
1. Body language 
2. Polite and impolite forms of English (register) 
3. Culturally acceptable and unacceptable forms of public behavior (e.g. fraternization 

policy) 
4. Culturally acceptable standards of dress in various workplaces (e.g. formal versus 

informal dress codes) 
C. The job interview 

1. Questions regarding education, training, and past work experience 
2. Stress, intonation, and phrasing in answers 
3. Body language that conveys a positive image for the interview 

D. Job application forms and resumes 
1. Want-ads and job announcements 
2. Essential information in newspaper want-ads and job mmouncements (e.g. job title, duties, 

salary, minimmn requirements) 
3. Interpretation of want-ads and job announcements to match student's own experience and 

qualifications 
4. Job application completion (e.g. importance of neatness and completion) 
5. Cover letter and personal data, education, skills, and work experience in a simple resmne 

VI. INSTRUCTIONAL METHODOLOGY 
A. In-class assignments 

1. Individual and collaborative tasks simulating basic on the job communication (e.g. 
small talk, solving a problem at work) 

2. Role-playing ajob interview (e.g. a simulated job interview including appropriate 
dress) 

3. Pair and group listening and speaking activities (e.g. practicing for job interviews, 
discussions comparing work culture in the U.S. and work culture in the student's 
country of origin) 

4. Listening comprehension activities (e.g. practicing correct responses for questions 
given orally as in a job interview) 

5. Individual and group reading and writing activities (e.g. cultural diversity articles, 
seniority policies, and worker rights articles) 

B. Evaluation 
1. Weekly quizzes - oral and written on work related vocabulary, reading and 

in-class discussions of diversity in the workplace, job interviews and application form 
vocabulary 

2. Ability of students to relate personal information and work history in response to 
lem'nedjob interview questions 

3. Student's feedback on own progress in oral/written form: relate understanding of a 
U.S. multicultural workplace and specific policies about behavior and dress as 
presented in class 

C. Textbooks and Other Instructional Materials: Teacher developed materials such as role 
plays for workplace intercultural communication adapted from intercultural 
communication texts, glossaries and vocabulary worksheets, collection of workplace 
situations from VESL materials 
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VII. TITLE 5 CLASSIFICATION 

, 

.1 

NONCREDIT (meets all standards of Title 5. Section 55002(c». 
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