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Hﬁ% i ( Ba &Ef’ﬁ ) | Course Code
ERIRE (05 i

Foundation Certificate in Workplace English (Reading & Writing) I (Part-time)

i. English grammar (including articles, active and passive tenses of present,
past and future);
Course ii. Sentence structure (including structure, sentence errors, clauses);
Content iii. Written communication in the workplace (including meeting agendas,
notices, forms); and
iv. Business correspondence (including e-mails, memos, faxes)

i. Form Three and pass the entry test; or
ii. Holder of “Foundation Certificate in Basic English Vocabulary in Use Ill (Part-
time)” of ERB, or equivalent

Entry
Requirements

Course
Duration 60 hours
oo $0 (Course fee waiver) / $1,275 (Highly Subsidised Fee) /

$4,250 (Normal Subsidised Fee)

Remarks Training materials are provided in English only

FiminEs i : %g BT~ BERE AR ~ AT~ SYHEE - #5358~ B R -




BSESEEE ( PIIRRESE ) I coue ot
BigEE ( aEﬁ'J ) CA079HG

Foundation Certificate in Workplace English
(Reading & Writing) Il (Part-time)

i. English grammar (including modal perfect, infinitives, gerunds, reported
speech, conditionals, relative clauses, time clauses);
Course ii. Business writing rules (including formality, word choice, writing attitude and
Content 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
ii. Holder of “Foundation Certificate in Workplace English (Reading & Writing) |
(Part-time)” of ERB, or equivalent

Entry
Requirements

Course

Duration 60 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

MREE (BURRESE ) I cor ot
BE (FREH ) CAI51HG

Certificate in Workplace English (Reading & Writing) 111 (Part-time)

i. Skills of understanding and responding to written correspondence; and
ii. Handle written correspondence for different communicative functions

é:outrset (including requests and replies, invitation and thanks, suggestions and offers,
oen complaints, explanation and apologies, argument and evaluation, description
and narrative, expressions of goodwill)
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 (Reading & Writing) Il
(Part-time)” of ERB, or equivalent
Cour§e 60 hours
Duration
EERE $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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IRE3358 (BN REEE) | e
EigEE (W8 ) CA039HG

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

i. Understanding and initiating social talks (including greetings, asking
questions, job routines, simple social talks);
ii. Describing people and things (including short telephone conversations,

Course e . . "
Content gﬁ(sicnbmg people, places and products, and making simple presentations);
iii. Listening and speaking for workplace situations (including making, accepting
and declining offers, requests and apologies)
Entry i. Form Three and pass the entry test; or
Requi t ii. Holder of “Foundation Certificate in Basic English Vocabulary in Use IlI
SOLEEIMCHES (Part-time)” of ERB, or equivalent
Course
Duration 60 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
" KRG~ BRE - BRT - GERE ARt - A% ~ HEE -~ 1958 - 1P R
e

BREESEE (EHRGEE) I Course Code
B8 E ( WEH ) CA046HG

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

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

Course " . . . . . . .
Content ii. Oral presentation (including social talks, listing, sequencing, generating
OfLe ideas, presentation aids and body language); and
iii. Discussion and meetings
Entry i. Form Five and pass the entry test; or

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

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

Course

Duration 60 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




ISR (BB DEE ) 111 BE (arg) Covrse Code

Certificate in Workplace English
(Listening & Speaking) Ill (Part-time) CAI73HG

Course i. Skills of interacting socially in conversation; and
Content ii. Conversations for different communicative functions
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
Cour.se 60 hours
Duration
RITEaEn $0 (Course fee waiver) / $1,125 (Highly Subsidised Fee) /

$3,750 (Normal Subsidised Fee)
Remarks Training materials are provided in English only
RS KRG~ B~ BiRIT « BEE « SHRRM « ATH) « VEE - 9% TP S KE LS

IR 3E525E ( REERIRIS ) me (wma) oo

Certificate in Workplace English (Presentation Skills)(Part-time) CAI91HG

i. Effective skills for individual and group presentations, such as change of tone
/ rhythms, non-verbal signals, use of pause and silence, making suggestions

Course - > * . ;
Content . and persuasions, use of visual aid and equipment, etc.; a'mq )
ii. Presentations at workplace, such as announcement, briefing, demonstration
and promotion of goods / services, etc.
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)
1l (Part-time)” of ERB, or equivalent
Cour.se 45 hours
Duration
T $0 (Course fee waiver) / $1,125 (Highly Subsidised Fee) /

$3,750 (Normal Subsidised Fee)
Remarks Training materials are provided in English only
RS R ~ BF ~ BRI GERE  dRSt - ATE  DEE © BEE - BF - R KB LR

IRk 3258 (HQUSHLYS ) e (amsl) O Carone

Certificate in Workplace English (Listening Skills)(Part-time) CA198HG

i. Skills for understanding the main ideas and extracting specific information
in English-speaking contexts (including identifying main ideas and specific
Course information and listening in the workplace); and;
Content ii. Skills for understanding the entire message in oral communications (including
active and empathic listening skills for helping people to express 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)
1l (Part-time)” of ERB, or equivalent
Course
Duration 33 hours
AT $0 (Course fee waiver) / $675 (Highly Subsidised Fee) /

$2,250 (Normal Subsidised Fee)
Remarks Training materials are provided in English only
RS KRG~ BFR ~ BRI - BIRE « SHRRM « ATH « VEE - 895 BT MR KE LS
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fRSESEEE ( ESRBERTE(E ) B (mamey)  Covsn Con

Certificate in Workplace English (Business Email Writing)(Part-time) CAI197HG

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

o co et 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)

Entry i.  Form Six; or Form Five with at least two years’ working experience; and pass the entry test; or
. ii. Holder of “Foundation Certificate in Workplace English (Reading & Writing) Il (Part-time)”
Requirements

of ERB, or equivalent

Course Duration 38 hours

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

COUISERES $2,750 (Normal Subsidised Fee)

Remarks Training materials are provided in English only

LS KRG~ 2R - FHiZT - GERE  SHFEH « AT  VEE © #3858 TP R KB LS

BRSRSEEE ( FAMEHINIS ) e (ulw)) o0 T

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

i. 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 the entry test;
Entry 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) / $1,125 (Highly Subsidised Fee) /

CouISelLes $3,750 (Normal Subsidised Fee)

Remarks Training materials are provided in English only

EERthES XRIG ~ 2R~ HiXIT ~ BERE © SHFEH « L5  IDEE © 195 TP R - KB LR

BUABE IS ITANGH e (inm) Course Code

Certificate in English for Job Interviews (Part-time) CAO073HR

i. Askand answer questions during interviews;
ii. Extract and identify specific messages of job-related interactions;
iii. Use increasingly complex verbal and non-verbal language to interact socially and formally

Course Content X .
with clients; and
iv. Learn and apply language of various functions (e.g. showing preferences, inquiries /
replies, perusing, apologising and refusing requests)
i. Completion of Form Six; or
Entr ii. Completion of Form Five with at least two years’ working experience; or
=ntry iii. Completion of QF Level Two courses in English language with total duration no less than
Requirements

150 hours; or
iv. Passthe entry test

Course Duration 30 hours

$0 (Course fee waiver) / $675 (Highly Subsidised Fee) /

Conseles $2,250 (Normal Subsidised Fee)

Remarks Training materials are provided in English only

EERthES X[G ~ 2R~ FHiXT - GERE © SHFGH « AL  DDEE - #9%5 TP R KB LR
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