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Foundation Certificate in English (Elementary Level) CAI55HG
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Course Code

""""'Enmﬁ ey CA195DG
L~ Ly — CAI56EG
Foundation Certificate in English (Upper Level) CA156HG

Basic English grammar, sentence structure and vocabularies, comprehension
Course Content | and making appointment, writing simple messages, understanding and
initiating social talks & listening and speaking Skills for workplace situations

i. Form Three; or

ii. Holder of “ Foundation Certificate in Basic English Vocabulary in Use Il
(Part-time)”/ “Foundation Certificate in Basic English Grammar Il (Part-time)”
of ERB, or equivalent; or

iii. Passthe entry test

Entry
Requirements

Course

Duration 56 hours

B M55 - EHE{E) 58] 5 2Ri2

Remarks Training materials are provided in English only
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Foundation Certificate in Workplace English (Reading & Writing) | (Part-time)  CA081HG

i. English grammar (including articles, active and passive tenses of present,
past and future);
ii. Sentence structure (including structure, sentence errors, clauses);

Course Content iii. Written communication in the workplace (including meeting agendas,
notices, forms); and
iv. Business correspondence (including e-mails, memos, faxes)
Entry i. Form Three and pass the entry test; or

ii. Holder of “Foundation Certificate in Basic English Vocabulary in Use IlI

Requirements (Part-time)” of ERB, or equivalent

Course
Duration 60 hours
Course Fee $0 (Course fee waiver) / $1,125 (Highly Subsidised Fee) /

$3,750 (Normal Subsidised Fee)

Remarks Training materials are provided in English only
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Foundation Certificate in Workplace English (Reading & Writing) Il (Part-time)

Course Code
CAI03EG
CA079HG

English grammar (including modal perfect, infinitives, gerunds, reported
speech, conditionals, relative clauses, time clauses);

. Business writing rules (including formality, word choice, writing attitude

Course Content and tone, effective paragraphs); and
iii. Business writing (including meeting minutes, complaint and reply letters,
sales letters and reports)
i. Form Five and pass the entry test; or
Entry ii. Holder of “Foundation Certificate in Workplace English (Reading & Writing)

Requirements

| (Part-time)” of ERB, or equivalent

Course

Duration 60 hours

$0 (Course fee waiver) / $1,125 (Highly Subsidised Fee) /
Course Fee $3,750 (Normal Subsidised Fee)
Remarks Training materials are provided in English only

Course Content

Course Code
CAISIEG
CAI5IHG

Skills of understanding and responding to written correspondence; and

i. Handle written correspondence for different communicative functions

(including requests and replies, invitation and thanks, suggestions and
offers, complaints, explanation and apologies, argument and evaluation,
description and narrative, expressions of goodwill)

Entry
Requirements

Form Six; or Form Five with at least two years’ working experience; and pass
entry test; or

. Holder of “Foundation Certificate in Workplace English (Reading & Writing)

Il (Part-time)” of ERB, or equivalent

Course
Duration 60 hours
$0 (Course fee waiver) / $1,125 (Highly Subsidised Fee) /
Course Fee $3,750 (Normal Subsidised Fee)
Remarks Training materials are provided in English only

Course Content

Foundation Certificate in Workplace English (Listening & Speaking) I (Part-time)

Course Code
CAO038EG
CAO039HG

BrEE)|| EpiuE (HEH)

Understanding and initiating social talks (including greetings, asking
questions, job routines, simple social talks);

i. Describing people and things (including short telephone conversations,

describing people, places and products, and making simple presentations);
and

i. Listening and speaking for workplace situations (including making,

accepting and declining offers, requests and apologies)

Form Three and pass the entry test; or

Entry ii. Holder of “Foundation Certificate in Basic English Vocabulary in Use IlI
Requirements (Part-time)” of ERB, or equivalent
Course
Duration 60 hours
$0 (Course fee waiver) / $1,125 (Highly Subsidised Fee) /
Course Fee $3,750 (Normal Subsidised Fee)
Remarks Training materials are provided in English only




Course Content

Foundation Certificate in Workplace English (Listening & Speaking) Il (Part-time)

Course Code
CA044EG
CA046HG

REEE) 1| BrenE (#Es)

Listening skills (including dialogues, listening for key information,
telephone conversation);

i. Oral presentation (including social talks, listing, sequencing, generating

ideas, presentation aids and body language); and

i. Discussion and meetings

Entry
Requirements

Form Five and pass the entry test; or

i. Holder of “Foundation Certificate in Workplace English (Listening &

Speaking) | (Part-time)” of ERB, or equivalent

Course

Course Content

(

T ~ghut— b, 4
rkplace

Duration 60 hours

$0 (Course fee waiver) / $1,125 (Highly Subsidised Fee) /
Course Fee $3,750 (Normal Subsidised Fee)
Remarks Training materials are provided in English only

Course Code
CAI73EG
CA173HG

DREEE) 1] 8= (iEs)

English (I.istening & Speaking) 11l (Part-time)

Skills of interacting socially in conversation; and

i. Conversations for different communicative functions

Entry
Requirements

Form Six; or Form Five with at least two years’ working experience; and pass
the entry test; or

i. Holder of “Foundation Certificate in Workplace English (Listening &

Speaking) Il (Part-time)” of ERB, or equivalent

Course

Duration 60 hours

$0 (Course fee waiver) / $975 (Highly Subsidised Fee) /
Course Fee $3,250 (Normal Subsidised Fee)
Remarks Training materials are provided in English only

Course Content

Course Code
CAI9IEG
CAI91HG

Effective skills of individual and group presentations, such as change
of tone / rhythms, non-verbal signals, use of pause and silence, making
suggestions and persuasions, use of visual aid and equipment, etc.; and

i. Presentations at workplace, such as announcement, briefing,

demonstration and promotion of goods / services, etc.

Entry
Requirements

i. Holder of “Foundation Certificate in Workplace English (Listening &

Form Six; or Form Five with at least two years’ working experience; and pass
the entry test; or

Speaking) Il (Part-time)” of ERB, or equivalent

Course

Duration 45 hours

$0 (Course fee waiver) / $1,275 (Highly Subsidised Fee) /
Course Fee $4,250 (Normal Subsidised Fee)
Remarks Training materials are provided in English only




;iIE) -‘.ﬁi ( * *lj ) Course Code

60
* - ! CA198EG
. lace English (Listening Skills)(Part-time) CA198HG
5]
R Skills for understanding the main ideas and extracting specific information
53 in English-speaking contexts (including identifying main ideas and specific
it Course Content information and listening in the workplace); and;
_"" ii. Skills for understanding the entire message in oral communications
bl (including active and empathic listening skills for helping people to express
2 and listening in the workplace)
* i. Form Six; or Form Five with at least two years’ working experience; and pass

Entry entry test; or

Requirements ii. Holder of “Foundation Certificate in Workplace English (Listening &

Speaking) Il (Part-time)” of ERB, or equivalent
Course Duration 33 hours
$0 (Course fee waiver) / $825 (Highly Subsidised Fee) /
Course Fee $2,750 (Normal Subsidised Fee)
Remarks Training materials are provided in English only

Course Code
CAI97EG
CAI97HG

i. Present information, ideas, related explanations, discussions, arguments
and evaluation clearly and accurately in business email (e.g. basic rules
of writing business email, appropriate subject line, formal greetings and
closings, etc.); and

ii. Prepare business email for different communicative functions (e.g.
reporting progress or results; requesting quotations and information;
complaints and responses; persuasions; apologies; clarifying problems,
negotiations and suggestions)

Course Content

i. Form Six; or Form Five with at least two years’ working experience; and pass

Entry the entry test; or

Requirements ii. Holder of “Foundation Certificate in Workplace English (Reading & Writing)
Il (Part-time)” of ERB, or equivalent

Course Duration 38 hours

Course Fee $0 (Course fee waiver) / $825 (Highly Subsidised Fee) /

$2,750 (Normal Subsidised Fee)

Remarks Training materials are provided in English only
=h

IR JEsE((F A ETRIT) 1E (Mils))  couocode

Certificate in Workplace English (Customer Interactive Skills)(Part-time) CA202HG

Greeting;
ii. Responding to customers’ enquiries / giving routine replies;
Course Content iii. Handling complaints;

iv. Closing the conversation appropriately; and

v. Follow-up actions

i. Form Six; or Form Five with at least two years’ working experience; and pass
Entry the entry test; or

Requirements ii. Holder of “Foundation Certificate in Workplace English (Listening &
Speaking) Il (Part-time)” of ERB, or equivalent

Course Duration 45 hours

$0 (Course fee waiver) / $975 (Highly Subsidised Fee) /
$3,250 (Normal Subsidised Fee)

Course Fee

Remarks Training materials are provided in English only
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