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ПЕРЕДМОВА
Сучасний освітній простір характеризується активною міжнародною співпрацею, академічною мобільністю, розвитком цифрових технологій та зростаючими вимогами до професійної комунікативної компетентності педагогів. У цих умовах володіння англійською мовою для професійного спілкування стає невід’ємною складовою підготовки майбутніх учителів і важливим чинником їхньої конкурентоспроможності на національному та міжнародному ринках праці.
Підручник «Business English for Future Teachers: Professional Communication in Education» призначений для студентів педагогічних спеціальностей закладів вищої освіти, які прагнуть удосконалити свої мовні навички та сформувати професійну комунікативну компетентність у сфері освіти. Видання поєднує вивчення ділової англійської мови з практичними аспектами професійної діяльності сучасного педагога.
Структура підручника охоплює ключові сфери професійної комунікації в освітньому середовищі. Навчальний матеріал послідовно розкриває питання професійної ідентичності та кар’єрного розвитку, працевлаштування та рекрутингу, ведення ділового листування, участі в зустрічах і дискусіях, підготовки презентацій, переговорів, розв’язання професійних проблем, а також особливостей освітнього менеджменту та адміністрування.
Кожний розділ містить автентичні тексти, фахову лексику, комунікативні вправи, ситуаційні завдання та практичні кейси, спрямовані на розвиток навичок усного й писемного мовлення. Значну увагу приділено формуванню навичок міжкультурної комунікації, критичного мислення, професійної етики та ефективної взаємодії в освітньому середовищі.
Підручник може використовуватися як під час аудиторної роботи, так і для самостійного навчання студентів. Автори сподіваються, що видання стане надійним інструментом у підготовці висококваліфікованих фахівців, здатних ефективно спілкуватися англійською мовою в професійних та академічних контекстах.
Бажаємо читачам успіхів у навчанні, професійному зростанні та розвитку навичок міжнародної професійної комунікації.
PREFACE
Contemporary education is characterized by increasing international cooperation, academic mobility, digital transformation, and growing demands for professional communication skills. In this context, proficiency in English for professional purposes has become an essential component of teacher education and a significant factor in enhancing future educators’ competitiveness in both national and international labor markets.
The textbook Business English for Future Teachers: Professional Communication in Education has been designed for students of teacher education programs who seek to develop their English language proficiency and strengthen their professional communication skills within educational settings. The publication integrates the study of Business English with practical aspects of the teaching profession, providing learners with the linguistic and communicative tools required in contemporary educational environments.
The structure of the textbook covers key areas of professional communication in education. The units address topics such as professional identity and career development, employment and recruitment, professional correspondence, meetings and discussions, presentations and public speaking, negotiation and problem solving, as well as educational management and administration. Through these topics, students are introduced to authentic language and communication practices relevant to their future careers.
Each unit includes specialized vocabulary, authentic texts, communicative activities, case studies, and practical tasks aimed at developing both written and spoken communication skills. Particular attention is paid to intercultural communication, critical thinking, professional ethics, teamwork, and effective interaction in educational and professional contexts.
The textbook is intended for classroom instruction, guided learning, and independent study. It supports the development of communicative competence in English while fostering professional confidence and readiness for participation in the global educational community.
The authors hope that this textbook will serve as a valuable resource for future teachers, helping them achieve academic success, professional growth, and effective communication in diverse educational settings. We wish our readers every success in their studies and future careers.




UNIT 1. INTRODUCTION TO BUSINESS ENGLISH
Topics
· What is Business English? 
· Business communication in education and industry 
· Global workplace communication 
Language Focus
· Formal vs. informal language 
· Professional vocabulary 
Skills
· Reading professional texts 
· Discussing workplace situations 
Project
· Analyze a real workplace communication example 

Learning Outcomes:
By the end of this unit, students will be able to:
· explain what Business English is and how it differs from General English; 
· identify major areas of business communication; 
· use basic Business English vocabulary in professional contexts; 
· distinguish between formal and informal language; 
· discuss workplace communication in educational and business settings; 
· analyze authentic examples of professional communication; 
· reflect on the role of English in their future careers as teachers. 

1. WARM-UP
Discussion Questions
Work in pairs or small groups.
1. Why is English important in today's workplace? 
2. What jobs require English communication skills? 
3. Do teachers need Business English? Why or why not? 
4. What kinds of communication do teachers use every day? 
5. Have you ever written a formal email in English? 
Mini Survey: Interview three classmates and complete the table.
	Question
	Student A
	                     Student B
	                    Student C

	Uses English outside class
	
	
	

	Has written an email in English
	
	
	

	Wants to work internationally
	
	
	


Report your findings to the class
2. LEAD-IN READING
What Is Business English?
Business English is a specialized area of English used in professional environments. It helps people communicate effectively in workplaces, organizations, institutions, and international settings.
Business English includes:
· writing emails; 
· participating in meetings; 
· making presentations; 
· negotiating; 
· writing reports; 
· communicating with clients and colleagues. 
Although Business English is often associated with companies and corporations, it is also important in education. Teachers communicate with administrators, parents, colleagues, educational partners, and international organizations. Therefore, future teachers can benefit from learning Business English skills.
Today, English is the global language of business, education, science, and technology. Strong communication skills can improve career opportunities and professional development.
Reading Comprehension
Choose the correct answer.
1. Business English is mainly used in:
a) sports competitions
b) professional environments
c) family conversations 
2. Teachers use Business English when communicating with:
a) administrators
b) parents
c) both a and b 
3. English is considered:
a) a local language
b) a global language
c) an endangered language 
3. VOCABULARY FOCUS
Key Terms. Match the words with their definitions.
	Word
	
	
	
	Definition

	colleague
	
	
	
	a person you work with

	client
	
	
	
	a customer or service user

	meeting
	
	
	
	a gathering for discussion

	report
	
	
	
	a formal written document

	presentation
	
	
	
	a speech given to an audience

	negotiation
	
	
	
	discussion to reach an agreement

	professional
	
	
	
	relating to work or career

	communication
	
	
	
	exchange of information



Vocabulary Practice
Complete the sentences.
1. Our school principal organized a staff __________. 
2. I prepared a __________ about innovative teaching methods. 
3. Teachers should maintain __________ communication with parents. 
4. My __________ helped me organize the event. 
5. The project manager wrote a detailed __________. 
4. LANGUAGE FOCUS
Formal and Informal English. Compare:
	Informal
	                             Formal

	Hi
	                             Dear Mr./Ms.

	Thanks
	                             Thank you

	Can you...?
	                             Could you please...?

	I need...
	                            I would like...

	Bye
	                            Kind regards


Practice Activity
Rewrite the informal sentences using formal language.
1. Hi John, send me the report. 
2. Thanks for your help. 
3. I need the information today. 
4. Can you call me tomorrow? 
Sample Answers
1. Dear John, could you please send me the report? 
2. Thank you for your assistance. 
3. I would appreciate receiving the information today. 
4. Could you please call me tomorrow? 
5. SPEAKING SKILLS
Role Play 1
Situation: You are attending your first staff meeting at a school.
Student A: New teacher
Student B: Department head

Discuss: 
· your responsibilities; 
· teaching schedule; 
· professional expectations. 

Role Play 2
Situation
You are introducing yourself at an international educational conference.
Include:
· name; 
· university; 
· area of study; 
· career goals. 
USEFUL EXPRESSIONS
Introducing Yourself
· My name is ... 
· I am currently studying ... 
· I am interested in ... 
· My professional goal is ... 
Professional Interaction
· It is a pleasure to meet you. 
· Thank you for your time. 
· I look forward to working with you. 


6. WRITING SKILLS
Writing Task. Professional Self-Introduction
Write 120–150 words introducing yourself as a future professional.
Include:
· educational background; 
· skills; 
· interests; 
· future career plans. 
Model Text
My name is Anna Petrenko, and I am a third-year student studying English Language Teaching. I am interested in foreign languages, educational technology, and intercultural communication. During my studies, I have developed strong communication and organizational skills.
I enjoy working with people and participating in educational projects. In the future, I would like to work as an English teacher and contribute to international educational programs. I believe that Business English skills will help me communicate effectively with colleagues, parents, and educational organizations.

7. CASE STUDY
International School Project
A local school plans to cooperate with a partner school in another country. Teachers must communicate in English through emails, online meetings, and project reports.
Questions
1. What Business English skills will teachers need? 
2. Which communication methods will be most useful? 
3. What challenges might arise? 
4. How can effective communication improve the project? 
8. TEACHING REFLECTION
Future teachers should consider:
· Why is Business English important in education? 
· Which Business English skills will you use most often? 
· How can teachers help students develop professional communication skills? 
Write a reflection of 100–120 words.
9. UNIT PROJECT
Professional Communication Analysis
Find one authentic example of professional communication:
· email; 
· school announcement; 
· report; 
· meeting agenda. 
Analyze:
1. Purpose 
2. Audience 
3. Formal language features 
4. Vocabulary used 
5. Effectiveness 
Prepare a 3-minute presentation.

Unit Summary
In this unit you learned:
✓ the meaning of Business English
✓ the role of English in professional communication
✓ key workplace vocabulary
✓ differences between formal and informal language
✓ basic professional speaking and writing skills
✓ the relevance of Business English for future teachers
Self-Assessment Checklist
	Statement
	Yes
	             Partly
	                   No

	I can explain what Business English is.
	
	
	

	I can identify formal language features.
	
	
	

	I can use basic Business English vocabulary.
	
	
	

	I can introduce myself professionally.
	
	
	

	I can write a professional self-introduction.
	
	
	

	I understand why Business English is useful for teachers.
	
	
	





UNIT 2. PROFESSIONAL IDENTITY AND CAREER DEVELOPMENT
Topics
· Career planning 
· Teacher as a professional 
· Personal branding 
Language Focus
· Present tenses 
· Describing qualifications and experience 
Skills
· Writing professional profiles 
· Self-introductions 
Project
· Create a LinkedIn-style profile 
Learning Outcomes
By the end of this unit, students will be able to:
· describe their qualifications, skills, and professional experience; 
· discuss career goals and professional development plans; 
· use vocabulary related to employment and careers; 
· write a professional profile and a short résumé; 
· talk about strengths, achievements, and future aspirations; 
· understand the concept of personal branding in education; 
· reflect on their professional identity as future teachers. 

1. Warm-Up
Discussion Questions. Work in pairs or small groups.
1. Why do people choose teaching as a profession? 
2. What qualities make a successful teacher? 
3. What skills do employers look for in teachers? 
4. How can university students prepare for their future careers? 
5. What are your career goals? 
Brainstorming Activity: Write as many qualities of a good teacher as possible.
Example:
· 
3

· patient 
· responsible 
· creative 
· organized 
· communicative 
· adaptable 
· 
· supportive 
· confident 

Discuss which qualities are most important and explain why.
2. Lead-In Reading
Building a Professional Identity
Professional identity refers to the way individuals perceive themselves within their profession. It includes values, skills, experiences, qualifications, and career goals.
For future teachers, professional identity begins during university studies. Students develop subject knowledge, teaching skills, communication abilities, and professional attitudes. As they gain experience through coursework and teaching practice, they gradually form their professional image.
Today, employers often consider not only qualifications but also communication skills, teamwork, adaptability, and continuous professional development. Teachers are expected to participate in training programs, educational projects, conferences, and lifelong learning activities.
A strong professional identity helps educators build confidence, establish credibility, and advance in their careers.
Reading Comprehension. Answer the questions.
1. What is professional identity? 
2. When does a teacher's professional identity begin to develop? 
3. What qualities do modern employers value? 
4. Why is continuous professional development important? 
5. How can a strong professional identity benefit teachers? 
3. Vocabulary Focus
Career Development Vocabulary. Match the terms with their definitions.
	Term
	Definition

	qualification an
	official achievement or certificate

	experience
	practical knowledge gained through work

	skill
	an ability to do something well

	achievement
	something accomplished successfully

	career
	a person's professional journey

	internship
	temporary work experience

	promotion
	advancement to a higher position

	employer
	a person or organization that hires workers

	employee
	a person who works for an employer

	professional development
	activities that improve work-related skills



Vocabulary Practice
Complete the sentences.
1. Teaching practice provides valuable __________. 
2. She earned a professional __________ in language teaching. 
3. Communication is an important __________ for educators. 
4. He received a __________ after several years of successful work. 
5. Continuous __________ helps teachers improve their competencies. 
4. Language Focus. Describing Qualifications and Experience.
Useful Structures:
Education
· I am studying... 
· I graduated from... 
· I hold a degree in... 
· My specialization is... 
Experience
· I have worked as... 
· I completed an internship at... 
· I participated in... 
· I gained experience in... 
Skills
· I am skilled in... 
· I have strong communication skills. 
· I am experienced in... 
· I am proficient in... 
Grammar Focus. Present Perfect for Experience
Form: Subject + have/has + past participle
Examples:
· I have completed several teaching projects. 
· She has participated in educational conferences. 
· They have developed effective communication skills. 
Practice. Complete the sentences using the Present Perfect.
1. I __________ (participate) in several educational workshops. 
2. She __________ (complete) her teaching internship. 
3. We __________ (gain) valuable classroom experience. 
4. They __________ (develop) strong organizational skills. 
5. Reading and Analysis. Teacher Profile
Read the profile below.
Sarah Mitchell
Sarah Mitchell is an English teacher with five years of experience in secondary education. She holds a Master's degree in Education and has completed several professional development courses in digital learning.
Sarah has participated in international educational projects and presented her research at professional conferences. She is known for her strong communication skills and innovative teaching methods.
Her professional goal is to contribute to educational reform and support student-centered learning.
Questions
1. What qualifications does Sarah have? 
2. What professional experiences are mentioned? 
3. Which skills are highlighted? 
4. What is her professional goal? 
6. Speaking Skills. Interview Your Partner. Ask and answer the following questions.
Education
· What are you studying? 
· Why did you choose this field? 
Experience
· Have you completed any internships? 
· Have you participated in educational projects? 
Skills
· What are your strongest professional skills? 
· Which skills would you like to improve? 
Career Goals
· Where would you like to work in the future? 
· What professional achievements would you like to accomplish? 
Group Discussion. Topic: "What qualities are most important for successful teachers in the 21st century?" Prepare three arguments and present them to the class.
7. Writing Skills. Writing a Professional Profile (A professional profile is a short description of a person's qualifications, experience, skills, and goals)
Structure:
Paragraph 1
Personal and educational background
Paragraph 2
Skills and experience
Paragraph 3
Career goals


Model Profile
My name is Olena Koval, and I am currently studying English Language Teaching at university. My academic interests include educational technology, language acquisition, and intercultural communication.
I have completed teaching practice in a local secondary school and participated in several educational projects. Through these experiences, I have developed strong communication, teamwork, and organizational skills.
My career goal is to become a highly qualified English teacher and contribute to innovative educational programs. I am committed to continuous professional development and lifelong learning.
Writing Task. Write your own professional profile (150–180 words). Include:
· educational background; 
· experience; 
· skills; 
· interests; 
· future career goals. 
8. Personal Branding
What Is Personal Branding?
Personal branding is the way people present themselves professionally. It includes:
· appearance; 
· communication style; 
· online presence; 
· professional achievements; 
· reputation. 
Teachers often create professional identities through:
· educational portfolios; 
· conference presentations; 
· publications; 
· professional networking; 
· social media profiles. 

Discussion
1. Why is personal branding important? 
2. Should teachers use professional social media accounts? 
3. What information should be included in a professional online profile? 
4. What information should be avoided? 
9. Case Study. Applying for a Teaching Position
A university graduate is applying for a teaching position at an international school. The school requires:
· a degree in education; 
· strong communication skills; 
· experience with digital technologies; 
· participation in professional development activities. 
Tasks:
1. What qualifications should the applicant emphasize? 
2. Which experiences are most relevant? 
3. What skills should be highlighted? 
4. How should the applicant present themselves professionally? 
10. Teaching Reflection. Reflect on the following questions.
1. What kind of teacher do you want to become? 
2. Which professional qualities do you already possess? 
3. Which skills do you still need to develop? 
4. How can Business English contribute to your professional growth? 
Write a reflection of 120–150 words.
11. Unit Project. Career Portfolio: create a professional career portfolio including:
Section 1. Professional Profile
Write a profile of 150–180 words.
Section 2. Skills Inventory
List:
· professional skills; 
· digital skills; 
· communication skills; 
· leadership skills. 
Section 3. Career Development Plan
Describe:
· short-term goals (1–2 years); 
· medium-term goals (3–5 years); 
· long-term goals (5–10 years). 
Section 4. Reflection. Explain how you plan to achieve your goals. Present your portfolio to the class.
Unit Summary
In this unit you learned:
✓ vocabulary related to careers and employment
✓ how to describe qualifications and experience
✓ how to discuss professional skills and achievements
✓ the use of the Present Perfect for professional experience
✓ how to write a professional profile
✓ the importance of personal branding and career development
✓ how to reflect on your future professional identity
Self-Assessment Checklist
	Statement
	Yes     
	Partly
	No

	I can describe my qualifications.
	
	
	

	I can discuss my professional skills.
	
	
	

	I can talk about my career goals.
	
	
	

	I can use the Present Perfect to describe experience.
	
	
	

	I can write a professional profile.
	
	
	

	I understand the concept of personal branding.
	
	
	

	I can reflect on my professional identity.
	
	
	





UNIT 3. EMPLOYMENT AND RECRUITMENT
Topics
· Job advertisements 
· Recruitment processes 
· Interview preparation 
Language Focus
· Action verbs 
· Past experiences and achievements 
Skills
· CV and cover letter writing 
· Job interviews 
Project
· Mock interview 

Learning Outcomes
By the end of this unit, students will be able to:
· understand the recruitment process in educational institutions;
· analyze job advertisements and identify key requirements;
· use employment-related vocabulary accurately;
· write a curriculum vitae (CV) and a cover letter;
· prepare for job interviews in English;
· describe qualifications, experience, and professional achievements;
· demonstrate effective communication during recruitment situations.
1. Warm-Up. Discussion Questions
Work in pairs or groups.
1. What factors are important when choosing a job?
2. What qualities do employers expect from teachers?
3. What information is usually included in a job advertisement?
4. Have you ever attended a job interview?
5. What makes a good first impression?
Brainstorming Activity. Complete the mind map.
Employment
· qualifications
· skills
· experience
· 
· 
· 
2. Lead-In Reading
The Recruitment Process
Recruitment is the process through which organizations identify, attract, and select suitable candidates for employment.
The recruitment process usually includes several stages:
1. Advertising a vacancy
2. Receiving applications
3. Reviewing CVs and cover letters
4. Shortlisting candidates
5. Conducting interviews
6. Selecting the most suitable applicant
7. Offering employment
Educational institutions often seek candidates who possess strong subject knowledge, communication skills, classroom management abilities, and a commitment to professional development.
Successful applicants demonstrate not only academic qualifications but also motivation, adaptability, teamwork, and professionalism.
Reading Comprehension. Answer the questions.
1. What is recruitment?
2. What are the stages of the recruitment process?
3. What qualities do educational institutions usually seek?
4. Why are communication skills important for teachers?
5. What characteristics help applicants succeed?
3. Vocabulary Focus. Employment Vocabulary. Match the terms with their definitions.
	Term
	Definition

	vacancy
	an available job position

	applicant
	a person applying for a job

	candidate
	a person being considered for a position

	recruitment
	the process of hiring employees

	interview
	a formal meeting to assess a candidate

	résumé/CV
	a document describing qualifications and experience

	cover letter
	a letter accompanying a job application

	reference
	a recommendation from a previous employer or teacher

	employer
	an organization that hires workers

	employment
	paid work



Vocabulary Practice. Complete the sentences.
1. The school announced a teaching __________.
2. Each __________ submitted a CV and cover letter.
3. The principal conducted several __________.
4. Professional __________ can strengthen an application.
5. The university graduate applied for __________ at a private school.
4. Language Focus. Action Verbs for CVs and Interviews (Strong action verbs help applicants describe achievements effectively)
Examples: 
	Basic Verb
	Strong Action Verb

	did
	completed

	helped
	assisted

	worked
	collaborated

	made
	developed

	organized
	coordinated

	taught
	instructed

	joined
	participated in

	started
	initiated


Practice. Rewrite the sentences using stronger action verbs.
1. I helped students improve pronunciation.
2. I worked with teachers on a project.
3. I made learning materials.
4. I organized a school event.
Sample Answers:
1. I assisted students in improving pronunciation.
2. I collaborated with teachers on a project.
3. I developed learning materials.
4. I coordinated a school event.
Grammar Focus. Past Simple vs. Present Perfect
Past Simple = used for completed actions at a specific time.
· I completed my internship in 2024.
· She taught at a summer camp last year.
Present Perfect = used for experiences without specifying when.
· I have completed a teaching internship.
· She has participated in several workshops.
Practice. Choose the correct form.
1. I (completed / have completed) my internship last year.
2. She (attended / has attended) several conferences.
3. We (worked / have worked) on a project in 2023.
4. They (have gained / gained) valuable experience through volunteering.
5. Reading Skills
Job Advertisement. Read the advertisement below.
English Teacher Wanted
Bright Future International School
We are seeking a motivated and enthusiastic English teacher to join our team.
Requirements
· Bachelor's degree in Education or English
· Excellent communication skills
· Ability to work in a multicultural environment
· Knowledge of digital learning tools
· Commitment to professional development
Responsibilities
· Plan and deliver lessons
· Assess student progress
· Participate in school projects
· Communicate with parents and colleagues
Benefits
· Competitive salary
· Professional training opportunities
· Supportive work environment
Interested candidates should submit a CV and cover letter.

Comprehension Questions:
1. What qualifications are required?
2. What responsibilities will the teacher have?
3. What benefits does the school offer?
4. Which skills are emphasized?
6. Writing Skills. Writing a CV
Main Sections of a CV:
1. Personal Information
· Name
· Contact details
2. Education
· Degrees
· Institutions
· Dates
3. Experience
· Teaching practice
· Volunteer work
· Internships
4. Skills
· Communication
· Digital literacy
· Teamwork
5. References

Model CV
Anna Petrenko
Email: anna.petrenko@email.com
Phone: +380 XX XXX XXXX
Education
Bachelor's Degree in English Language Teaching
University of Education, 2022–2026
Experience
Teaching Practice, Secondary School No. 5
· Assisted teachers in lesson planning
· Conducted classroom activities
· Evaluated student assignments
Skills
· Communication
· Classroom management
· Microsoft Office
· Educational technologies

Writing Task. Create your own CV using the model above.
7. Writing Skills. Writing a Cover Letter
Structure
Paragraph 1
State the position and explain why you are applying.
Paragraph 2
Describe qualifications and experience.
Paragraph 3
Explain why you are suitable for the position.
Paragraph 4
Express interest in further communication.

Model Cover Letter
Dear Hiring Committee,
I am writing to apply for the position of English Teacher advertised on your website. I am currently completing a degree in English Language Teaching and am highly interested in joining your institution.
During my teaching practice, I gained experience in lesson planning, classroom management, and student assessment. I have also participated in educational projects that strengthened my communication and teamwork skills.
I believe my enthusiasm, commitment to professional growth, and passion for education make me a strong candidate for this position.
Thank you for considering my application. I look forward to the opportunity to discuss my qualifications further.
Yours sincerely,
Anna Petrenko
Writing Task. Write a cover letter (180–220 words) for the teaching position described in the job advertisement.
8. Speaking Skills. Job Interview Simulation
Work in pairs.
Student A
Interview panel member.
Student B
Applicant.
Common Interview Questions
1. Tell us about yourself.
2. Why do you want to become a teacher?
3. What are your strengths?
4. What challenges have you faced during teaching practice?
5. How do you motivate students?
6. Why should we hire you?
Useful Expressions
Talking About Strengths
· I am highly organized.
· I work well in teams.
· I adapt quickly to new situations.
· I communicate effectively with others.
Talking About Experience
· During my internship...
· I gained valuable experience in...
· I successfully completed...
9. Case Study. Selecting the Best Candidate
Three candidates apply for a teaching position.
Candidate A
· Excellent academic record
· Limited teaching experience
Candidate B
· Average grades
· Extensive volunteer teaching experience
Candidate C
· Strong digital skills
· Good communication skills
· Some classroom experience
Discussion
1. Which candidate would you select?
2. Why?
3. Which qualities are most important?
4. Should experience or qualifications be prioritized?
10. Teaching Reflection. Reflect on the following questions.
1. What qualities make a teacher employable?
2. Which interview questions would you find challenging?
3. What experiences should future teachers gain before graduation?
4. How can Business English improve employability?
Write 120–150 words.
11. Unit Project. Recruitment Portfolio
Prepare a complete job application package.
Part 1
Choose a teaching position.
Part 2
Create a professional CV.
Part 3
Write a cover letter.
Part 4
Prepare answers to five interview questions.
Part 5
Record or perform a mock interview.



Unit Summary
In this unit you learned:
✓ employment and recruitment vocabulary
✓ how to analyze job advertisements
✓ how to describe qualifications and experience
✓ how to write a professional CV
✓ how to write a cover letter
✓ how to prepare for a job interview
✓ how to communicate effectively during recruitment processes
Self-Assessment Checklist
	Statement
	Yes
	                 Partly
	                No

	I can understand job advertisements.
	
	
	

	I can use employment-related vocabulary.
	
	
	

	I can describe my qualifications and achievements.
	
	
	

	I can write a CV.
	
	
	

	I can write a cover letter.
	
	
	

	I can answer common interview questions.
	
	
	

	I feel prepared for future recruitment situations.
	
	
	





UNIT 4. PROFESSIONAL CORRESPONDENCE
Topics
· Emails 
· Memos 
· Notices 
Language Focus
· Formal writing structures 
· Polite requests 
Skills
· Writing professional emails 
· Responding to inquiries 
Project
· Email portfolio 
Learning Outcomes
By the end of this unit, students will be able to:
· understand the purpose and characteristics of professional correspondence;
· distinguish between formal, semi-formal, and informal communication;
· write effective professional emails;
· compose memos, notices, and short messages;
· use appropriate tone and etiquette in written communication;
· respond to inquiries, requests, and complaints professionally;
· apply Business English conventions in educational and workplace contexts.
1. Warm-Up
Discussion Questions. Work in pairs or small groups.
1. How often do you write emails?
2. What types of messages do teachers send?
3. Why is written communication important in schools?
4. What makes an email professional?
5. Have you ever received a poorly written message? What was wrong with it?
Think and Share. Look at the situations below. Decide which communication method would be most appropriate.
	Situation
	Email
	     Memo
	     Notice
	     Phone     Call

	Informing staff about a meeting
	
	
	
	

	Requesting information from a colleague
	
	
	
	

	Announcing a school event
	
	
	
	

	Discussing a confidential issue
	
	
	
	


2. Lead-In Reading
Professional Correspondence in the Workplace
Professional correspondence refers to written communication exchanged in business, educational, and organizational settings. Effective correspondence helps people share information, coordinate activities, solve problems, and maintain professional relationships.
Teachers frequently use professional correspondence to:
· communicate with colleagues;
· contact parents;
· submit reports;
· request information;
· organize meetings;
· coordinate educational projects.
Professional communication should be:
· clear;
· concise;
· accurate;
· respectful;
· appropriately formal.
Poorly written messages can cause misunderstandings, delays, and conflicts. Therefore, strong writing skills are essential for successful professional communication.
Reading Comprehension. Answer the questions.
1. What is professional correspondence?
2. Why do teachers use written communication?
3. What qualities characterize effective correspondence?
4. What problems can result from poor communication?
5. Why are writing skills important in professional settings?
3. Vocabulary Focus
Correspondence Vocabulary. Match the terms with their definitions.
	Term
	Definition

	recipient
	the person receiving a message

	sender
	the person writing a message

	attachment
	a file sent with an email

	inquiry
	a request for information

	response
	an answer to a message

	deadline
	the final date for completion

	notification
	official information about an event

	reminder
	a message helping someone remember something

	correspondence
	written communication

	subject line
	the title of an email



Vocabulary Practice
Complete the sentences.
1. Please check the __________ before opening the document.
2. The __________ clearly explains the purpose of the email.
3. The teacher sent a __________ about the upcoming conference.
4. We received an __________ from a partner school.
5. The report must be submitted before the __________.
4. Language Focus. Formal and Semi-Formal Email Language
Greetings:
	Formal
	                                                Semi-Formal

	Dear Mr. Brown,
	                                                Dear John,

	Dear Dr. Smith,
	                                                Hello Sarah,



Opening Sentences:
	Purpose
	                                              Example

	Request
	                                       I am writing to request...

	Information
	                                       I am writing to inform you...

	Inquiry
	                                       I would like to inquire about...

	Follow-up
	                                       I am writing regarding...



Closing Sentences:
	Purpose
	Example

	Request for reply
	                     I look forward to hearing from you.

	Appreciation
	                     Thank you for your time and consideration.

	Future contact
	                      Please do not hesitate to contact me.



Sign-Offs:
	Formal
	
	                                    Semi-Formal

	Yours sincerely,
	
	Best regards,

	Yours faithfully,
	
	Kind regards,



Grammar Focus. Polite Requests
Professional communication often uses indirect language.
Less Polite: 
· Send me the report.
· Give me the information.
More Polite
· Could you please send me the report?
· Would you be able to provide the information?
Practice
Rewrite the requests politely.
1. Send me the meeting agenda.
2. Tell me the deadline.
3. Give me the project details.
4. Call me tomorrow.
5. Reading and Analysis
Model Email
Subject: Request for Information About Teacher Training Workshop
Dear Ms. Johnson,
I am writing to inquire about the teacher training workshop scheduled for next month.
Could you please provide information regarding the program schedule, registration procedure, and participation requirements?
Thank you for your assistance. I look forward to hearing from you.
Yours sincerely,
Olena Koval
Student Teacher
Analysis Questions
1. What is the purpose of the email?
2. Is the tone formal or informal?
3. Which phrases express politeness?
4. Why is the subject line important?
6. Writing Skills. Structure of a Professional Email.
1. Subject Line
Clearly indicate the purpose.
Examples:
· Meeting Request
· Inquiry About Training Program
· Submission of Project Report

2. Greeting
Dear Mr./Ms./Dr. ...

3. Opening
State the purpose.

4. Main Message
Provide details.

5. Closing
Express appreciation or request action.
6. Sign-Off
Yours sincerely,
Name
Writing Task 1
Write an email to a school administrator requesting information about a teaching internship.
Include:
· purpose of the email;
· questions about requirements;
· availability;
· closing statement.
Length: 120–150 words.
7. Professional Documents: Memo
A memo is an internal message within an organization.
Sample Memo
To: Teaching Staff
From: Principal
Date: September 10
Subject: Staff Development Meeting
All teaching staff are requested to attend the staff development meeting on September 15 at 3:00 p.m. in the conference room.
The meeting will focus on curriculum updates and digital learning initiatives.
Thank you for your cooperation.
Writing Task 2
Write a memo informing staff about an upcoming educational event.
8. Notices and Announcements
Sample Notice
SCHOOL NOTICE
All students participating in the English Language Competition are requested to attend a preparatory meeting on Friday at 2:00 p.m. in Room 203.
For additional information, contact the English Department.

Writing Task 3
Write a notice announcing:
· a workshop;
· a conference;
· a school event; or
· a teacher training session.
9. Responding to Messages. Common Situations.
Accepting a Request
Thank you for your email. I would be happy to assist you.
Confirming Information
I am pleased to confirm that...
Declining Politely
Unfortunately, I am unable to attend due to prior commitments.
Requesting Clarification
Could you please provide additional information regarding...?
Practice Activity
Write short responses to:
1. A meeting invitation.
2. A request for information.
3. A conference registration confirmation.
4. A schedule change notification.

10. Case Study
Miscommunication at School
A teacher sends a short email to a colleague:
"Need report ASAP. Send today."
The colleague feels the message is rude and becomes frustrated.
Discussion Questions
1. Why might the message seem impolite?
2. How could it be rewritten professionally?
3. Why is tone important in written communication?
4. What impact can poor communication have on workplace relationships?
11. Teaching Reflection. Reflect on the following questions.
1. How often will teachers use professional correspondence?
2. Which types of written communication are most common in schools?
3. Why is email etiquette important?
4. What challenges do non-native speakers face when writing professional emails?
Write a reflection of 120–150 words.
12. Unit Project. Professional Correspondence Portfolio
Prepare a portfolio containing:
Document 1
Formal email requesting information.
Document 2
Response email.
Document 3
Memo.
Document 4
School notice.
Document 5
Reflection on professional communication.
Present your portfolio to the class.

Unit Summary
In this unit you learned:
✓ key vocabulary related to professional correspondence
✓ principles of effective written communication
✓ differences between formal and semi-formal language
✓ email structure and etiquette
✓ how to write professional emails
✓ how to prepare memos and notices
✓ strategies for responding professionally to workplace messages

Self-Assessment Checklist
	Statement
	Yes
	           Partly
	             No

	I can write a professional email.
	
	
	

	I can use formal language appropriately.
	
	
	

	I can make polite requests.
	
	
	

	I can write a memo.
	
	
	

	I can write a notice.
	
	
	

	I can respond professionally to messages.
	
	
	

	I understand the importance of email etiquette.
	
	
	




UNIT 5. MEETINGS AND DISCUSSIONS
Topics
· Team meetings 
· Agenda planning 
· Decision-making 
Language Focus
· Expressing opinions 
· Agreeing and disagreeing 
Skills
· Chairing meetings 
· Taking minutes 
Project
· Simulated staff meeting 

Learning Outcomes
By the end of this unit, students will be able to:
1. Discuss common purposes of team meetings. 
2. Prepare and organize a meeting agenda. 
3. Express opinions clearly and professionally. 
4. Agree and disagree politely during discussions. 
5. Chair a meeting effectively. 
6. Take accurate meeting minutes. 
7. Participate in a simulated staff meeting. 

Vocabulary
	Word/Phrase
	Meaning

	· Agenda
	· A list of items to be discussed in a meeting

	· Minutes
	· Written notes of a meeting

	· Chairperson
	· The person who leads a meeting

	· Decision
	· A conclusion reached after discussion

	· Proposal
	· A suggested plan or idea

	· Deadline
	· The latest time by which something must be completed

	· Consensus
	· General agreement among group members

	· Action Item
	· A task assigned to someone after a meeting

	· Participant
	· A person taking part in a meeting

	· Discussion
	· An exchange of ideas or opinions



Reading.
Effective Team Meetings
Successful team meetings help organizations share information, solve problems, and make decisions. A good meeting begins with a clear agenda that outlines the topics for discussion. During the meeting, participants should express their opinions respectfully and listen carefully to others. The chairperson guides the discussion and ensures that everyone has an opportunity to contribute. At the end of the meeting, decisions and action items should be recorded in the meeting minutes.
Comprehension Questions
1. Why is an agenda important? 
2. What is the role of the chairperson? 
3. Why should participants listen carefully? 
4. What information should be included in meeting minutes? 

Language Focus. Expressing Opinions.
Useful Expressions
· In my opinion, ... 
· I think that ... 
· From my perspective, ... 
· I believe ... 
· It seems to me that ... 
Practice
Complete the sentences:
1. __________, we should increase our marketing budget. 
2. __________ this project needs more time. 
3. __________ customer satisfaction should be our priority. 

Agreeing
Useful Expressions
· I agree. 
· That's a good point. 
· I completely agree with you. 
· You're absolutely right. 
· I think so too. 
Example
A: I think we should hold weekly meetings.
B: I completely agree with you.

Disagreeing Politely
Useful Expressions
· I'm not sure I agree. 
· I see your point, but... 
· I understand your opinion; however... 
· I respectfully disagree. 
· That's one way to look at it, but... 
Example
A: We should reduce staff training.
B: I see your point, but training is important for employee development.

Speaking Activity: Team Meeting Discussion
Situation
Your team must decide how to improve communication within the company.
Discussion Questions
1. What communication problems exist? 
2. What solutions can be implemented? 
3. Which solution is the most effective? 
4. Who will be responsible for implementation? 
Students discuss in groups and present their conclusions.

SKILLS DEVELOPMENT
Chairing Meetings
Responsibilities of the Chairperson
Before the Meeting:
· Prepare the agenda. 
· Invite participants. 
· Set meeting objectives. 
During the Meeting:
· Open the meeting. 
· Introduce agenda items. 
· Encourage participation. 
· Keep discussions focused. 
· Summarize decisions. 
After the Meeting:
· Review minutes. 
· Follow up on action items. 
Useful Phrases
· Let's begin the meeting. 
· The first item on today's agenda is... 
· Does anyone have any comments? 
· Let's move on to the next topic. 
· To summarize our discussion... 

Taking Minutes
What to Record
· Date and time 
· Participants 
· Agenda items 
· Key discussion points 
· Decisions made 
· Action items 
· Deadlines 
Sample Minutes
Meeting: Marketing Team Meeting
Date: June 10
Participants: Sarah, John, Ahmed, Maria
Agenda:
1. Social media campaign 
2. Budget allocation 
Decisions:
· Launch campaign on July 1. 
· Increase social media budget by 10%. 
Action Items:
· Sarah: Prepare campaign materials by June 20. 
· John: Review budget proposal by June 15. 

Writing Task
Write meeting minutes for a discussion about improving customer service.
Include:
· Participants 
· Agenda items 
· Decisions 
· Action items 
(100–150 words)

Project: Simulated Staff Meeting
Scenario
The company wants to organize a staff wellness program.
Group Roles
· Chairperson 
· Human Resources Manager 
· Finance Manager 
· Team Leaders 
· Employees 
Tasks
1. Create a meeting agenda. 
2. Conduct a 10–15 minute meeting. 
3. Discuss possible wellness activities. 
4. Make decisions about budget and schedule. 
5. Assign action items. 
6. Prepare meeting minutes. 

Discussion Reflection
· What makes a meeting successful? 
· Why is it important to disagree politely? 
· What challenges can occur during decision-making?



UNIT 6: PRESENTATIONS AND PUBLIC SPEAKING
Topics
· Presentation structure 
· Visual aids 
· Audience engagement 
Language Focus
· Signposting language 
· Persuasive expressions 
Skills
· Delivering presentations 
· Handling questions 
Project
· Business presentation 

Learning Outcomes
By the end of this unit, students will be able to:
· Organize a clear and effective presentation. 
· Use visual aids to support key messages. 
· Engage and maintain audience attention. 
· Use signposting language to guide listeners. 
· Apply persuasive language techniques. 
· Deliver presentations confidently. 
· Answer audience questions professionally. 
· Present a business proposal or idea. 

	Vocabulary          
	Meaning

	Presentation
	A speech or talk given to an audience

	Visual Aid
	A visual tool used to support a presentation

	Audience
	The people listening to a presentation

	Slide
	A page in a presentation program

	Speaker
	The person delivering the presentation

	Engagement
	Audience interest and participation

	Persuade
	To convince someone to accept an idea

	Conclusion
	The final part of a presentation

	Question-and-Answer (Q&A)              Session
	Time for audience questions

	Key Message
	The main idea of a presentation



Reading: The Importance of Effective Presentations
Presentations are an essential part of business communication. They are used to share information, propose ideas, and persuade audiences. A successful presentation typically includes an introduction, a main body, and a conclusion. Visual aids such as charts, graphs, and images can help audiences understand information more easily. Good presenters maintain eye contact, speak clearly, and engage listeners through questions and examples. At the end of a presentation, presenters often answer questions from the audience to clarify information and encourage discussion.
Comprehension Questions
1. What are presentations used for? 
2. What are the three main parts of a presentation? 
3. How can visual aids improve a presentation? 
4. Why is audience engagement important? 
5. What happens during a Q&A session? 

Language Focus. Signposting Language
Signposting language helps the audience follow the presentation.
Introducing the Presentation
· Good morning/afternoon, everyone. 
· Thank you for attending today. 
· Today, I would like to talk about... 
· The purpose of this presentation is to... 
Outlining the Structure
· First, I will discuss... 
· Then, I will explain... 
· After that, we will look at... 
· Finally, I will conclude with... 
Moving Between Points
· Let's move on to... 
· Now I'd like to discuss... 
· Turning to the next point... 
· This brings us to... 
Concluding
· To summarize... 
· In conclusion... 
· Thank you for your attention. 
· I'd be happy to answer any questions. 
Practice
Complete the sentences:
1. __________, I will explain our marketing strategy. 
2. __________ the next section of the presentation. 
3. __________, I'd like to thank everyone for listening. 

Persuasive Expressions
Useful Expressions
· I strongly believe that... 
· It is clear that... 
· The evidence shows that... 
· This solution will help us... 
· We recommend implementing... 
· This approach offers several benefits. 
· Investing in this project will result in... 
Examples
· I strongly believe that expanding our online presence will increase sales. 
· This solution will help us improve customer satisfaction. 
Practice
Match the beginnings and endings:
1. I strongly believe that... 
2. This solution will help us... 
3. We recommend implementing... 
a. improve efficiency.
b. the new software system.
c. customer feedback is essential.

Speaking Activity: Mini Presentation
Task
Prepare a 2–3 minute presentation on one of the following topics:
· The benefits of teamwork 
· The importance of customer service 
· Improving workplace communication 
· Time management strategies 
Requirements
Include:
· An introduction 
· Two main points 
· A conclusion 
· At least three signposting expressions 

Skills Development. Delivering Presentations
Before the Presentation
· Research the topic. 
· Organize the content logically. 
· Prepare visual aids. 
· Practice several times. 
During the Presentation
· Speak clearly and confidently. 
· Maintain eye contact. 
· Use appropriate gestures. 
· Control your pace and volume. 
· Engage the audience with questions or examples. 
After the Presentation
· Invite questions. 
· Clarify misunderstandings. 
· Thank the audience. 

Handling Questions. Useful Expressions
When Receiving Questions:
· Thank you for your question. 
· That's an excellent question. 
· I'm glad you asked that. 
When Answering:
· In my view... 
· Based on our research... 
· The main reason is... 
· Let me clarify that point. 
When Unsure:
· I don't have that information at the moment. 
· I'll look into that and get back to you. 
· That's a good point for further discussion. 
Practice Role-Play
Student A: Presenter
Student B: Audience member
Conduct a short Q&A session after a presentation.

Writing Task
Write an outline for a business presentation on a new company product.
Include:
· Title 
· Introduction 
· Three main points 
· Conclusion 
(120–150 words)

Project: Business Presentation
Scenario
Your company plans to introduce a new product or service.
Group Tasks
1. Select a product or service. 
2. Research its features and benefits. 
3. Create presentation slides. 
4. Deliver a 5–7 minute presentation. 
5. Answer audience questions. 
Presentation Structure
1. Introduction 
2. Product Overview 
3. Benefits 
4. Implementation Plan 
5. Conclusion 
6. Q&A Session 
Reflection Questions
· What makes a presentation memorable? 
· How can visual aids improve communication? 
· What strategies help speakers handle questions confidently?



UNIT 7. NEGOTIATION AND PROBLEM SOLVING
Topics
· Negotiation strategies 
· Conflict resolution 
· Workplace challenges 
Language Focus
· Conditionals 
· Diplomatic language 
Skills
· Negotiating solutions 
· Mediating discussions 
Project
· Role-play negotiation 

Learning Outcomes
By the end of this unit, students will be able to:
· understand the principles of negotiation and problem solving;
· use vocabulary related to conflict resolution and negotiation;
· identify and analyze workplace problems;
· propose solutions and justify decisions;
· use diplomatic language in professional discussions;
· apply conditional sentences when discussing possible outcomes;
· negotiate effectively in educational and workplace contexts.

1. Warm-Up
Discussion Questions. Work in pairs or groups.
1. What is negotiation?
2. Have you ever negotiated with someone? What was the situation?
3. Why do conflicts occur in workplaces?
4. How can disagreements be resolved professionally?
5. Why are negotiation skills important for teachers?
Think and Share. Consider the situations below. How would you solve them?
1. Two teachers want to use the same classroom at the same time.
2. Parents disagree with a teacher's assessment of a student.
3. Students refuse to participate in a group project.
4. A school department has a limited budget for activities.
Discuss possible solutions.
2. Lead-In Reading
Negotiation in Professional Life
Negotiation is the process of discussing issues in order to reach an agreement that satisfies all parties involved. Effective negotiation requires communication, active listening, flexibility, and problem-solving skills.
Teachers negotiate regularly. They may negotiate with:
· colleagues regarding responsibilities;
· school administrators regarding resources;
· parents regarding student progress;
· students regarding classroom expectations;
· external partners regarding educational projects.
Successful negotiators focus on interests rather than positions. They seek solutions that benefit everyone whenever possible.
Problem solving is closely connected to negotiation. Professionals identify challenges, analyze causes, consider alternatives, and select the most appropriate solutions.

Reading Comprehension. Answer the questions.
1. What is negotiation?
2. Which groups do teachers negotiate with?
3. What skills are important for successful negotiation?
4. Why is problem solving connected to negotiation?
5. What approach should negotiators take?
3. Vocabulary Focus. Negotiation and Problem-Solving Vocabulary.
Match the terms with their definitions.
	Term
	                         Definition

	conflict
	                       a disagreement or dispute

	compromise
	                       an agreement reached through mutual concessions

	solution
	                       a way of solving a problem

	proposal
	                        a suggested plan

	agreement
	                        a mutual decision accepted by all parties

	disagreement
	                         a difference of opinion

	mediation
	                         helping others resolve a conflict

	resolution
	                         the act of solving a problem

	stakeholder
	                       a person affected by a decision

	negotiation
	                        discussion aimed at reaching agreement


Vocabulary Practice
Complete the sentences.
1. The two departments reached a __________ after several discussions.
2. The principal proposed a __________ to the scheduling problem.
3. Effective __________ helped resolve the conflict.
4. The teachers reached an __________ regarding project responsibilities.
5. Every __________ should consider the needs of students.
4. Language Focus. Diplomatic Language.
Professional negotiations often require tactful communication.
Making Suggestions
· I would like to suggest...
· Perhaps we could...
· One possible solution might be...
· Have we considered...?
Responding Positively
· That sounds reasonable.
· I think that could work.
· I am willing to consider that option.
Expressing Concern
· I understand your point; however...
· We may need to consider another perspective.
· There could be some challenges with that approach.
Seeking Agreement
· Can we agree on this point?
· Would this solution be acceptable?
· Are we ready to move forward?
Practice
Complete the dialogues with diplomatic expressions.
1. __________ organize the workshop online?
2. __________ your concern, but we need additional information.
3. __________ solution be acceptable to everyone?
4. __________ another option before making a decision?
Grammar Focus. First Conditional.
Used to discuss realistic future situations and their consequences.
Structure: If + Present Simple, will + Verb
Examples
· If we improve communication, we will reduce misunderstandings.
· If teachers collaborate more often, student outcomes will improve.
Second Conditional
Used to discuss hypothetical situations.
Structure: If + Past Simple, would + Verb
Examples
· If I were the principal, I would organize more training sessions.
· If the school had more funding, it would purchase new equipment.
Practice
Complete the sentences.
1. If the school provides more resources, teachers __________ (benefit).
2. If I were a department head, I __________ (encourage) teamwork.
3. If parents and teachers communicate regularly, students __________ (perform) better.
4. If the project had additional funding, we __________ (expand) its activities.
5. Reading and Analysis
Case Scenario: Scheduling Conflict
Two teachers need the multimedia classroom on the same day at the same time.
Teacher A requires it for an important presentation.
Teacher B needs it for a digital assessment.
The school has no alternative multimedia room available.
Discussion Questions
1. What is the problem?
2. What interests does each teacher have?
3. What possible solutions can you suggest?
4. Which solution seems most effective?
5. How can the conflict be resolved professionally?

6. Speaking Skills
Role Play 1
Parent-Teacher Conference
A parent believes a student's grade is unfair.
Roles:
· Teacher
· Parent
Discuss:
· assessment criteria;
· student performance;
· possible improvements.
Aim to reach a mutually acceptable solution.

Role Play 2
Budget Negotiation
The school has funding for only one project.
Project A: Digital Learning Initiative
Project B: School Language Festival
Roles:
· Project Coordinator A
· Project Coordinator B
· Principal
Negotiate how resources should be allocated.

7. Professional Skills
Steps in Problem Solving
Step 1: Identify the Problem
What is happening?
Step 2: Analyze Causes
Why is it happening?
Step 3: Generate Alternatives
What solutions are available?
Step 4: Evaluate Options
What are the advantages and disadvantages?
Step 5: Implement the Solution
What actions should be taken?
Step 6: Review the Outcome
Was the solution effective?
Activity: Apply the six-step model to a real educational problem.

8. Writing Skills
Writing a Problem-Solution Report
Structure:
Introduction
Describe the problem.
Analysis
Explain causes and consequences.
Proposed Solutions
Present alternatives.
Recommendation
Suggest the best option.
Conclusion
Summarize key points.


Model Excerpt: Student Absenteeism
Student absenteeism has increased during the current semester. The main causes include transportation difficulties and low student motivation.
Several solutions may help address the issue. First, the school could strengthen communication with parents. Second, additional extracurricular activities could increase student engagement.
It is recommended that the school implement both strategies and monitor attendance rates over the next semester.

Writing Task. Write a problem-solution report (200–250 words) on one of the following topics:
· Low student motivation
· Limited educational resources
· Communication challenges in schools
· Excessive student use of mobile devices

9. Case Study. International School Partnership
Two schools from different countries are planning a joint project. However:
· the schools have different schedules;
· funding is limited;
· communication is difficult due to time zone differences.
Both schools want the partnership to succeed.
Group Discussion
1. What challenges exist?
2. What solutions can be proposed?
3. Which compromises may be necessary?
4. How can communication be improved?
5. What final agreement would you recommend?
10. Teaching Reflection. Reflect on the following questions.
1. Why are negotiation skills important for teachers?
2. Which negotiation situations might teachers face most often?
3. What strategies help resolve conflicts effectively?
4. How can teachers teach problem-solving skills to students?
Write a reflection of 120–150 words.
11. Unit Project. Negotiation Simulation
Work in groups.
Scenario
Your school has received funding for only one major initiative.
Options:
· Teacher Professional Development Program
· Digital Classroom Upgrade
· Student Leadership Project
· Community Outreach Initiative
Tasks
1. Analyze the advantages of each option.
2. Prepare arguments.
3. Conduct a negotiation meeting.
4. Reach a final decision.
5. Present the reasoning behind the decision.
Deliverables
· Meeting agenda
· Negotiation notes
· Final agreement
· Reflection on the negotiation process

Unit Summary
In this unit you learned:
✓ vocabulary related to negotiation and conflict resolution
✓ diplomatic language for professional discussions
✓ how to use conditional sentences in negotiations
✓ strategies for resolving workplace conflicts
✓ problem-solving techniques
✓ how to write a problem-solution report
✓ how to negotiate effectively in educational settings

Self-Assessment Checklist
	Statement
	                                   Yes
	      Partly
	       No

	I can participate in negotiations professionally.
	
	
	

	I can use diplomatic language.
	
	
	

	I can propose and evaluate solutions.
	
	
	

	I can use conditional sentences correctly.
	
	
	

	I can analyze workplace problems.
	
	
	

	I can write a problem-solution report.
	
	
	

	I can contribute to conflict resolution.
	
	
	





UNIT 8. EDUCATIONAL MANAGEMENT AND ADMINISTRATION
Topics
· School management 
· Educational leadership 
· Institutional communication 
Language Focus
· Reporting and describing processes 
Skills
· Writing reports 
· Preparing proposals 
Project
· School improvement proposal 

Learning Outcomes
By the end of this unit, students will be able to:
· understand the basic principles of educational management and administration; 
· use vocabulary related to school leadership and organizational structures; 
· describe administrative processes in educational institutions; 
· communicate effectively with administrators, colleagues, and stakeholders; 
· write reports and proposals related to educational management; 
· analyze leadership styles and management practices; 
· apply Business English skills in educational administration contexts. 

1. Warm-Up
Discussion Questions
Work in pairs or small groups.
1. What responsibilities does a school principal have? 
2. How is a school organized? 
3. What qualities make an effective educational leader? 
4. Why is administration important in education? 
5. Would you like to hold a leadership position in the future? Why or why not? 
Brainstorming Activity: Complete the chart.
School Administration
	Position
	                                          Main Responsibilities

	Principal
	                                         ___________________

	Vice Principal
	                                         ___________________

	Department Head
	                                         ___________________

	Teacher
	                                         ___________________

	School Counselor
	                                         ___________________



2. Lead-In Reading
Educational Management in Modern Schools
Educational management refers to the planning, organization, coordination, and evaluation of activities within educational institutions. Effective management helps schools achieve their goals, support student success, and maintain high educational standards.
School administrators perform a variety of tasks, including:
· strategic planning; 
· staff supervision; 
· resource management; 
· curriculum implementation; 
· communication with stakeholders; 
· quality assurance. 
Modern educational leaders must possess strong communication, decision-making, and problem-solving skills. They are responsible for creating a positive learning environment and supporting both teachers and students.
Successful educational institutions depend on cooperation among administrators, teachers, parents, students, and community partners.

Reading Comprehension. Answer the questions.
1. What is educational management? 
2. What responsibilities do school administrators have? 
3. Which skills are important for educational leaders? 
4. Why is cooperation important in schools? 
5. How does effective management contribute to educational success? 
3. Vocabulary Focus. Educational Management Vocabulary
Match the terms with their definitions.
	Term
	Definition

	administration
	management of an organization

	leadership
	the ability to guide and influence others

	stakeholder
	a person affected by decisions

	policy
	an official course of action

	supervision
	overseeing and guiding work

	budget
	a financial plan

	resources
	materials and assets available for use

	evaluation
	assessment of effectiveness

	strategic planning
	long-term goal setting

	department
	a specialized division within an organization


Vocabulary Practice. Complete the sentences.
1. The school's annual __________ outlines financial priorities. 
2. Effective __________ helps motivate staff. 
3. The principal is responsible for staff __________. 
4. Parents are important educational __________. 
5. Curriculum improvement requires careful __________. 
4. Language Focus. Reporting Information
Educational administrators often present information and describe processes.
Useful Reporting Verbs
· report 
· inform 
· explain 
· recommend 
· suggest 
· evaluate 
· monitor 
· review 
Examples
· The committee recommended several improvements. 
· The principal reported positive examination results. 
· The department reviewed the new curriculum. 
Grammar Focus. Passive Voice in Formal Communication
The passive voice is commonly used in reports and administrative documents.
Form: Subject + be + past participle
Examples
· The proposal was approved by the committee. 
· New policies are implemented each year. 
· Student performance is evaluated regularly. 
Practice
Rewrite the sentences using the passive voice.
1. The committee approved the proposal. 
2. Teachers evaluate student progress. 
3. The principal organized the meeting. 
4. Administrators review school policies annually. 
5. Reading and Analysis
School Improvement Plan
Objectives for the Academic Year:
1. Improve student achievement. 
2. Increase teacher participation in professional development. 
3. Enhance digital learning opportunities. 
4. Strengthen communication with parents. 
5. Expand community partnerships. 
Planned Actions:
· Organize teacher training workshops. 
· Introduce new digital learning tools. 
· Conduct parent engagement events. 
· Establish partnerships with local organizations. 
Analysis Questions:
1. What are the main objectives? 
2. Which actions support teacher development? 
3. How does the plan address communication? 
4. Why are measurable objectives important? 
6. Professional Skills. Leadership Styles
Democratic Leadership
· Encourages participation 
· Values collaboration 
· Promotes shared decision-making 
Autocratic Leadership
· Decisions made by leaders 
· Clear authority structure 
· Fast decision-making 
Transformational Leadership
· Inspires innovation 
· Encourages professional growth 
· Focuses on long-term improvement 
Discussion
1. Which leadership style is most effective in schools? 
2. What are the advantages and disadvantages of each style? 
3. Which style would you prefer as a teacher? 
7. Speaking Skills. Staff Meeting Discussion
Topic: Improving Student Engagement
Discuss:
· current challenges; 
· possible solutions; 
· available resources; 
· implementation strategies. 
Use formal discussion language and support your ideas with reasons.
Role Play
Scenario: The school administration is considering introducing a new digital learning platform.
Roles:
· Principal 
· IT Coordinator 
· English Teacher 
· Parent Representative 
Discuss:
· benefits; 
· costs; 
· training requirements; 
· implementation timeline. 
Reach a recommendation.
8. Writing Skills. Writing an Administrative Report
Structure:
Title
Introduction
State the purpose of the report.
Findings
Present information and observations.
Recommendations
Suggest improvements.
Conclusion
Summarize the main points.
Model Excerpt: Teacher Professional Development Report
The purpose of this report is to evaluate teacher participation in professional development activities during the academic year.
The findings indicate that most teachers attended at least two training workshops. Participation increased by 15% compared to the previous year. It is recommended that additional online training opportunities be offered to increase accessibility and participation.
In conclusion, professional development activities have contributed positively to teaching quality.

Writing Task. Write a report (200–250 words) on one of the following topics:
· Teacher Professional Development 
· Digital Learning Implementation 
· Student Engagement 
· School Communication Practices 
9. Writing Skills. Writing a Proposal.
A proposal suggests actions to improve a situation.
Structure:
Introduction
Present the issue.
Objectives
State goals.
Proposed Actions
Describe recommendations.
Expected Outcomes
Explain benefits.
Model Proposal Topic
Improving Communication Between Teachers and Parents
Objectives:
· Increase parental involvement 
· Improve information sharing 
· Strengthen partnerships 
Actions:
· Monthly newsletters 
· Parent workshops 
· Online communication platform 
Expected Outcomes:
· Better communication 
· Increased parent engagement 
· Improved student performance 
Writing Task. Prepare a proposal (250–300 words) to improve an aspect of school life.
10. Case Study. Budget Allocation Challenge
A school has received additional funding but cannot finance all proposed initiatives.
Options include:
· technology upgrades; 
· teacher training; 
· library expansion; 
· extracurricular activities. 
Stakeholders disagree about priorities.
Discussion Questions
1. How should decisions be made? 
2. Which stakeholders should be consulted? 
3. What criteria should guide budget allocation? 
4. How can consensus be achieved? 
11. Teaching Reflection. Reflect on the following questions.
1. What administrative responsibilities do teachers have? 
2. Why should teachers understand educational management? 
3. Which leadership qualities are most important? 
4. How can effective administration improve teaching and learning? 
Write a reflection of 120–150 words.


12. Unit Project. School Improvement Proposal
Work individually or in groups.
Step 1. Identify a challenge in an educational institution.
Examples:
· student attendance; 
· digital learning; 
· communication; 
· professional development. 
Step 2. Analyze the problem.
Step 3. Prepare a formal proposal including:
· objectives; 
· action plan; 
· timeline; 
· expected outcomes. 
Step 4. Present your proposal to the class.
Unit Summary
In this unit you learned:
✓ vocabulary related to educational management and administration
✓ the roles and responsibilities of educational leaders
✓ how to use reporting language and passive voice
✓ leadership styles in educational settings
✓ how to write administrative reports
✓ how to prepare professional proposals
✓ how management practices influence educational success
Self-Assessment Checklist
	Statement
	              Yes
	              Partly
	             No

	I can describe educational management processes.
	
	
	

	I can use management-related vocabulary.
	
	
	

	I can write formal reports.
	
	
	

	I can prepare a professional proposal.
	
	
	

	I can use passive voice in formal communication.
	
	
	

	I understand leadership styles.
	
	
	

	I can participate in administrative discussions.
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