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Conversational strategies are introduced for appropriate interactions at work and in a variety of 
social situations in the United States. Cross-cultural discussions about social customs and the 
practice of telephone etiquette are included. 

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

A. Engage in casual conversations using "small talk". 
B. Discllss various social aspects of life in the United States. 
C. Discuss vaTious aspects of workplace culture in the United States. 
D. Use effective phone skills in everyday situations. 

V. CONTENT 
A. Casual conversations using "small talk" 

1. How to initiate and conclude casual "small talk" conversations 
2. Clarification strategies (e.g. restatement/repetition of information) 
3. Agreement and disagreement to simple statements 
4. Compliments, criticism, and advice 
5. Personal opinion explanations 
6. Multiple step instructions: explanation and clarification 
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7. Reports and descriptions of events including stories and anecdotes 
8. Common idioms used in conversation 

B. Social aspects of life in the U.S. 
1. Events, celebrations, and holidays in the U.S. 
2. Multicultural customs, personal relationships, and body language 

a. Social events (e.g. birthdays, funerals) 
b. Gift-giving 
c. Superstitions 
d. Personal relationships with friends and neighbors 
e. Body language 

C. Various aspects of US. workplace culture 
1. Office parties and luncheons; gift contributions 
2. Coffee break "small talk" 
3. Workplace humor 
4. Concept oftime (e.g. definition of on time) 
5. Discrimination (e.g. by race, gender, lifestyle) 
6. Sexual harassment 
7. Appropriate attire (e.g. differences in workplace attire) 

D. Telephone/Cell phone skills 
1. Calls for information 
2. Calls for personal and business purposes 
3. Clear message note-taking 
4. Appropriate messages for use on answering machines 
5. Telephone directory use 

VI. INSTRUCTIONAL METHODOLOGY 
A. In-class assignments 

1. Role playing in social and work situations (e.g. business calls, "small talk") 
2. Pair and group listening and speaking activities (e.g. telephone conversation practice, 

repeating taped or modeled conversations using correct intonation and stress) 
3. Vocabulary development for a variety of specialized conversations (e.g. divorces, 

funerals, special holidays) 
4. Class discussions about multicultural aspects in conversation (e.g. students share 

personal experiences related to different social situations) 
B. Evaluation 

1. Individual, pair and group oral presentations (e.g. appropriate gift-diving, explanation 
of a superstition) 

2. Quizzes on vocabulary in content (e.g. meaning of "small talk", clarification 
language, important social events in the U.S., kinds of discrimination) 

3. Oral quizzes on appropriate language use in specific common situations (e.g. 
workplace "small talk", weddings, birthdays, funerals) 

4. Role-playing (e.g. workplace situation, short telephone conversation/message) 
5. Student oral/written feedback on self-progress (e.g. articulation of information 

learned about the concept oftime, body language, phone calls and message taking) 
C. Textbooks and Other Instructional Materials 

1. Stempleski, Susan, Talk Time 3, Oxford University Press, New York, 2007 
2. Instructor developed materials such as vocabulary lists for quizzes, simple dialogs for 

extra student practice, pronunciation, or phonics worksheets for extra practice 

VII. TITLE 5 CLASSIFICATION 
NONCREDIT (meets all standards of Title 5. Section 55002(c)). 
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