
SYLLABUS 
Ready for Work Programme 
 
 
 
 
 
 
 
 
 
 

THE SCHOOL’S EDUCATIONAL PHILOSOPHY 

 
The school wants to see all students fulfil their learning potential. This is achieved by helping students to: 
 
 be active participants in the learning process 
 share the responsibility for their own learning 
 be aware of what they are learning and why 
 be challenged and stimulated by the lesson topics and activities 
 take encouragement from what they have learnt and be motivated to learn more 
 
The school and teachers will work hard to: 
 
 develop a learning partnership with the students 
 use a range of teaching methodologies and approaches that provide variety, meet the needs of different 

learning styles and best serve the learning objectives of each lesson 
 maintain a student-centred approach to learning by actively involving all students in the lessons 
 ensure that all lessons have a communicative purpose and are relevant to the language needs of the 

students 
 
 

COURSE DURATION 

 
The Ready for Work Programme (RFW) is a 4-week course, followed by a 2-week internship, and after that 
the internship will lead to full employment if the students perform successfully during the 2-week ‘trial.’ The 4 
weeks of study are comprised of full-time general English lessons in the mornings and 2 afternoons of 
lessons per week, totalling 4 hours per week, specifically designed to prepare students for their internships 
and subsequent employment in Dublin based companies. 
 
 

STUDENT PROFILE 

 
The course is aimed at young adults who would like to work in Dublin for a period of time and are looking to 
be best prepared and assisted in finding and attaining a job. As the course involves an internship and, 
hopefully, subsequent employment in the hospitality sector, students need to have a minimum of B1 level 
English at the start of the course.   
 
 

  



TEACHING METHODOLOGY AND APPROACH 

 
Lesson will be taught under the general umbrella of Communicative Language Learning, where the main 
principal is that language serves a communicative function that meets real life needs and students are 
actively participating in the lessons. Within this, various methodologies and approaches will be used, ranging 
from Test-Teach-Test (TTT), The Lexical Approach and Task Based Learning (TBL). As the focus of the 
course is the functional language needed in the work place, the development of 21st century skills and the 
practicalities of creating good cover letters and CVs, the teacher will incorporate role plays, critical thinking 
activities and support in helping students evaluate their performance of tasks. 
 
 

RESOURCES 

 
As this course is designed to develop the language for functions needed in the work place and 21st century 
skills, there will be no set course book. Rather, a lot of the language generated in class will come from the 
students, with the teacher filling in lexical or language structure gaps. Situational contexts and the collective 
brain storming of language, analysing language used in Internet sourced work place scenarios, and 
analysing and noticing the language, tone and format of cover letters and CVs will provide the language 
input for the course. For e-mail and telephone activities, use will be made of E-mail English by Macmillan and 
Telephone English by Macmillan. 
 
 

ASSESSMENT 

 
Due to the short length of the course, there will be no end-of-course assessment. Instead, and in keeping 
with the structure and focus of the course, the teacher will provide constant evaluation and feedback to the 
students on how well they are performing in the role plays, writing of cover letters and CVs, and application 
of 21st century skills to activities. The teacher will meet each student individually during the third week to 
provide detailed feedback, evaluation and further study advice. This is all in addition to the weekly progress 
tests and individual teacher feedback that the student will receive in the general English part of the course.  
The goal of the course is for students to be prepared and confident to work in Dublin, and to successfully 
secure an internship and, hopefully, subsequent full employment, all within a relatively short period of time. 
Therefore, students need to know how well they are performing and what they need to improve or change 
through immediate, as opposed to delayed, feedback. 
 
 

OVERALL COURSE AIMS 

 
Students take the course for the purpose of being offered an internship, doing well during this 2-week 
opportunity and then being taken on as an employee. In order to achieve this aim, students need to have the 
necessary language knowledge and skills, work preparation and 21st century skills, which include being able 
to: 
 
 use and understand functional language for the workplace 
 answer routine telephone calls 
 write an effective CV and cover letter  
 write simple e-mails in both formal and informal styles 
 present themselves well in a job interview 
 develop 21st century skills to be an effective employee 
 

  



COURSE OBJECTIVES 

 

FUNCTIONAL LANGUAGE 

 

Function Example Intended learning outcome 

Asking for clarification 
Sorry, could you repeat that? / 
Would you mind saying that again 
for me? / Do you mean ....? 

Can use and understand a range 
of formal, informal and colloquial 
learnt expressions that conform 
to social norms and are context 
appropriate to achieve the 
relevant function 

Verifying understanding 
So you would like me to... /  Just to 
check, you need me to .... 

Making requests 
Could you tell me ...? / Do you 
know where x is? 

Updating clients, supervisors 
and colleagues 

I’ve completed x and next I’m 
going to .... / Your table is now 
ready 

Making offers 
How may I help you? / Would you 
like a hand with that? / 

Signalling understanding 
I’ll get right on that / I’ll do that for 
you next 

Starting a conversation 
Hi, I was thinking about ... / Hello, 
could I talk to you about ...? 

Ending a conversation 
Thanks for the update. I have to 
go/see/do x now / Nice 
meeting/talking to you 

Politely interrupting 
Sorry to interrupt, but ... / Excuse 
me, could I just ask ..? 

Thanking clients and colleagues 
Thank you for taking the time to ... 
/ I appreciate your help 

Apologising 
Sorry about / I do apologise for .... 
/ Sorry for the inconvenience 

Introducing a topic 
About x – what do I need to know? 
/ Do you know x? I was wondering 
what I have to do next 

Agreeing/disagreeing 
Yes, I think you’re right about that / 
I understand what you mean, but 
... / I don’t see it that way 

Reporting problems 
We have a situation at reception / 
There’s something wrong with ... 

 

  



SKILLS 

 

Skill based function Intended learning outcome 

Writing simple e-mails 
Can structure both formal and informal e-mails, using accepted 
conventions, appropriate tone and basic linkers, that is coherent and 
cohesive, and that clearly conveys the intended message or information 

Answering the telephone 
and making telephone calls 

Can take messages, leave messages, ask for information, seek clarification, 
say and understand numbers (e.g. oh 87 double 22 398), say and 
understand the alphabet to record names of people and places, etc. Can 
use linguistic devices to check or ask for clarification, to ask the speaker to 
repeat something, or to signal that they haven’t understood   

Writing a cover letter 

Can write a cover letter that adheres to expected conventions, is the 
accepted length, and has been checked for grammatical, punctuation and 
spelling mistakes, which serves the purpose of introducing the student, 
briefly highlighting their appropriateness for the position and stating why the 
position interests them  

Writing a CV 

Can write a CV that adheres to expected conventions, is the accepted 
length, and has been checked for grammatical, punctuation and spelling 
mistakes, which serves the purpose of clearly detailing the student’s 
education, work experience and skills that is easy for the reader to follow 

Preparing for job interviews 

Can plan and then perform to a high standard a job interview role play in 
which they talk about their experience, describe their goals, talk about their 
strengths and weaknesses, anticipate questions, and have in mind 
questions to ask the interviewer. Can plan for and perform the role of 
interviewer in which they ask questions relating to the interviewee’s 
experience, qualifications, strengths and weaknesses, and can respond to 
questions and give details of what the imagined job involves 

Understanding health and 
safety notices and signs 

Can read short notices and assess signs and have a clear understanding of 
what is/isn’t permitted or what hazards to be aware of 

 

21ST CENTURY SKILLS 

 

Skill set Intended learning outcome 

Learning and innovation skills: 
 
 Creativity and innovation 
 Critical thinking and problem solving 
 Communication 
 Collaboration 

Can apply, and so develop these skills, to class 
room activities and be consciously aware of 
incorporating them into their approach to individual 
and group learning. 
 
Can recognise the value of developing these skills 
and can self-assess which skills need improving as 
they progress through the course and evaluate the 
teacher’s feedback 

Life and career skills: 
 
 Flexibility and adaptability 
 Initiative and self-direction 
 Social and cross-cultural skills 
 Productivity and accountability 
 Leadership and responsibility 

 
 


