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About you

Hello, I'm
Carlos.
What's your
name?

Hi, my name’s John.

My surname is
Carson.

What's your
surname?

I’'m a sales
representative.
What’s your

I'm a finance
director.

Video 1: What’s your name? Video 2: What's your job?

WATCH NOW
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Can you spell..?

RS

e e
FetY Gg Hh
Nn Oo Pp Qq,
Rr Ss i

= 4
. ' 4w

IT technician finance director
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a finance director

an office assistant
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Language at work —I'm/ You're/ Are you..?

[ you

[ am an assistant. You are a student

Are you an
assistant?

Yes, | am.
Areyou a
finance
director?

No, 'm not.
I’m a human
resources
manager.

" Positive Form: I am/ I'm

You are / You're
' 'ON P\_EAS ! .
JTENT Negative Form: [ am not/ I'm not
o

You are not/ You aren’t

Questions and answers: Are you..?

i

Yes, [ am/ No, I'm not
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Activity ¢

Meeting people

Saying hello:

Meeting and introducing people:

My name’s
Tom. Nice to
meet you too.

I’'m Jacob.
Nice to
meet you.

10




FACULTAD DE s UNIVERSIDAD
CIENCIAS U\” Tl NACIONAL Secretariado Ejecutivo Universitario

DE MISIOMNES

ECOMOMICAS
Inglés I- Unidad 1

Saying goodbye:

GooD

It was nice
meeting
you.

Conversation Sample:

A: Hello, I'm Helena. What’s your name?

B: Hi, Helena. My name’s Martha.

A: Nice to meet you, Martha.

B: Nice to meet you, too.

A: This is my friend, Marco.

B: Nice to meet you, Marco. Are you an office assistant?

C: Yes, I am.

AgcCtivity 5:

11
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Topics & Selg-evaluation™

In Unit 1, you learned

to... A

...introduce yourself (say

your name, surname, job).

...ask about other people’s

names, surnames and jobs.

..name different jobs.

..spell words.

..have a short conversation
with people (greet others,
introduce yourself and
others, ask and answer

questions, etc.)

*Cada unidad tendra una lista de competencias que se pretenden alcanzar. La tabla servira para

autoevaluar tu progreso en cada tema.

12
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Vocabulary: Countries

= *
. the USA == o Germany f— o China
° Brazil E ° Saudi Arabia South Korea :.l&
° Spain T o Kuwait = ° Japan .

4
' ; o Where are you from?
' ENTION PLEASE! | y
T I'm from Argentina

o What is your company?
My company is Petrobras/ I work for Petrobras.
o Where is your head office?

v My head office is in Brazil.

14
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Activity 1:

Business cards

Rita: Hello. Are you Peter Brown?

Peter: Yes, I am

Rita: My name’s Rita Evans. | work for Greenbird.
Peter: Nice to meet you.

Rita: I am a finance director in the head office in Toronto. Here’s my card.

15
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© Practice the conversation using the information in these business cards.

Cpege (L oy e (Vg

MANAGER OFFICE ASSISTANT
SE Santander %E Shell
@ Valencia, Spain @ Washington, the USA
Activity 2:

She He It

She is an assistant. He is an engineer. [tis a company.

16
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This is Sarah.
She is a sales
representative

Nice to meet
you. Is your
company in
Posadas?

No, it isn’t.
It’s in
Buenos
Aires.

;" Positive Form: He is/ He's |

She is / She’s

Itis/ It's

' ,\TTENT!ON PLEASE! Negative Form: He is not / He isn’t

: She is not/ Sheisn’t
Itisnot / Itisn’t

Questions and answers: s he...? Yes, he is/ No he isn’t.

Is she...? Yes, she is/ No, she isn’t.

\ [sit...? Yes, itis/ No, itisn’t ;

.....................................................

17
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Numbers O to 9

01 2 3 4

Oh /Zero One Three Four
Five Six Seven Eight Nine

What is your phone number?

It is (523) 505-2876.

It is five two three five zero five two eight seven six.

or
It is five two three five oh five two eight seven six.

\ /
\\ﬂ'l Remember!._._._._._._._. .
' Whatis = What's

N i =

18
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Activity ¢:

Starting a phone call

Starting a call: Answering a call:

Monica
speaking.

Good
morning,
BNVA Spain.

Good morning.

Good afternoon.

19
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Asking for someone: Saying “yes”:

Yes, of
course. One
moment.

Sure. One
moment.

Is Daniel
there?

Can | speak
to Daniel
Thomas,

please?

Is Daniel in the
office?

Is that
Daniel?

No, I’'m sorry,
he is not in
the office.

No, it
isn’t. It’s

No, I'm
sorry, he’s
out.

Ending a phone call:

Goodbye.

20
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ECONOMICAS V) | |

Conversation Samples:
1
A: Hello, Emily speaking.
B: Is Carlos there?

A: Yes, sure. One moment.

B: Thanks.

UNIVERSIDAD . . . . e s
NACIOMAL Secretariado Ejecutivo Universitario

DE MISIONES X .
Inglés |- Unidad 2

2

A: Good morning, Hamptons Enterprise.
B: Hi. Is that Sonia?

A: No, it isn’t. It’s Maria.

B: Is Sonia in the office?

A: No, 'm sorry. She’s out.

B: Ok, thanks. Goodbye!

AcCtivity 5:

21
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Topics & Selg-evaluation

In Unit 2, you learned
to... Al

...give information included

in a business card.

...ask for information

about other people.

..name different countries
and state where you are

from.

..State your company name

and say where it is.

..Talk about other people
(name, job, where the

person is, efc).

..say your phone number
and ask for other people's

phone number.

..have a short phone
conversation (ask about
someone else, answer

simple questions, etc.)

22
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Your company

\okswagen

VOLKSWAGES

HEADQUARZZRS

.Cologne
® Frankfurt
New actsry 4/ GERMANY
FRANCE
Munich® AUSTRIA

whereis...

& ...Volkswagen?

Volkswagen is in Germany.
% ..the head office?

The head office is in Wolfsburg.
& ..the new factory?

The new factory is in Frankfurt.

& ....the sales office?

The sales office is in Berlin.

24
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Activity 1:

areception an office

25
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The office is new.

The computers are big.

The factory is new

RTANT
C

It’s a new office.

M MPO

26
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Activities 2 and 3:

We are sales
representatives.

They are sales
representatives.

Are Sara and
Joe in the
cafeteria?

No, they
aren’t.

They are in
the office.

27
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Are you in the car
park?

No, we aren’t. We
are in the factory.

! Positive Form: We are/ We're \
They are / They're
Negative Form: We are not / We aren’t
They are not/ They aren’t
Questions and answers:

Are you...? Yes, we are/ No, we aren’t.

Are we...? Yes, we are/ No, we aren't.

v' What is your company? It's Volkswagen.

v" Who are they? They are Travis and Shannon.

v" Where are they? They are in the warehouse.

M,

A

28
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Activity ¢:

Email and website addresses

john_smith@example.com

f t+ 1

underscore  at dot

john-smith@example.com

t t 1

dash at dot

29
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It's www.bains.com

What's your
company website?

It's willi-go@gmail.com

What’s your email
address?

WATCH NOW

30
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Sending email requests
FROM: SARAHIJONES@GMAIL.COM

SUBJECT: HEAD OFFICE VISIT

\ Dear Mr. Scott

REASON
FOR
WRITING

PREVIOUS
CONTACT

I'm writing about my visit to the new
head office. Can you please send me
L REQUESTING

Kind regards

CLOSING

Kate Molloy.

FROM: DSCOTT@GMAIL.COM

SUBJECT: RE: HEAD OFFICE VISIT

Dear Mrs. Molloy

Thank you for your email. The head
office is in Madrid. Please find
attached a map.

Best wishes

CLOSING

Derek Scott.

31
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K

“pressiong
teymal [nfo-ymal
OPENING Dear Mr / Mrs / Ms / Hello/ Hi
PREVIOUS CONTACT Thank you for (your email). Thanks for (your email).
REASON FOR WRITING [’m writing about
REQUESTING Can you please send...? Please send...
ATTACHMENTS Please find attached (a map) Here is (a map)
CLOSING Best wishes/ Kind regards All the best/ Best

Activity 7:

32
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Topics & Selg-evaluation

In Unit 3, you learned to...

- ¥
y
- 4
o~ ]‘ . '

\

...name different places in a

company.

...describe places in a company.

..ask and answer questions

about a company.

..have a short conversation
about you (say where you are,

where someone is, etc)

..Talk about someone else
(where he/she is from, where

he/she works, etc)

..say websites and email

addresses.

..write a short email asking for

information.

33
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Vocabulary: Departments

My name is Luke. I’'m a manager.
I manage the company. We have six departments.

HUMAN
RESOURCES

We manage transport.

| have two people in my team.
They sell products. | meet new employees.

FINANCE

& N

PRODUCTION

o/ - P

|
‘.’\s.

We make the

We manage money. products.

| manage the
computer system.

35
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ECONOMICAS DE MISIOMES

money a company
manage
transport the computer system
meet
products
new employees
make sell have
people in my team
!." \¢\-
! d t----t d t ts !
| ' one deparme wo departmen i
! E one company----two companies !
1 1
. '} .
[} 1
: C one person-----two people i
\ 1

Activities 1 and 2:

O 440

36
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Name Erika Mars
Home New York
Company Volkswagen
Job human
resources
manager My name’s Erika. I'm from the USA and |
What you do Meet new live in New York. I work for Volkswagen.
employees We make cars. I'm a human resources
Number of people manager and I meet new employees. We
in team or 4 have four people in the Human
department Resources Department.

/
LET'S PRACTICE

© Practice writing paragraphs using the following information:

WRITING
\ y

N

Name Marcos Rivas Name Sasha Vera

Home Madrid Home Rio de Janeiro

Company Samsung Company Petrobras

Job Sales rep Job Finance
director

What you do Sell mobile What you do | Manage money

phones

Number of people Number of

in team or 8 people in team 3

department or department

37
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Activities 3 and ¢

Language at work — Present Simple: I/ you/ we/ they

No, we don’t. We
work in the new
factory.

Hi! I'm Susan. |
manage the Finance
Department. Do you
work in the head

office?

! Positive Form: I /you / we / they work. A
I ,\ﬂENT?O Mge | Negative Form: I /you / we / they don’t work.
Questions and answers:
Do I work...? Yes, [ do/ No, [ don’t.
Do you work...? Yes, I do/ No, I don’t. - Yes, we do/ No, we don’t.

Do we work...? Yes, we do/ No, we don’t.

Do they work...? Yes, they do/ No, they don’t.

e e s s mm s mm  mm s mm s s Em s mm s s mm s mm s s Em s mm s Em f o s Em s mm s mm s mm s mm s s mm s mm o =
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v What do you do? I'm a manager.
v Who do you work for? I work for a small company.

v Where do you live? I live in Bogota.

WATCH NOW

Activities 5, 6 and 7:

39




menIe o WA e (ado Ejecutivo Universitari
SCAS |F] DE MISIONES Secretariado !EjecutlYo Universitario
Inglés |- Unidad 4

Describing places: There is | There are

( _ _ \
1 This is my new office. There is one door and there are two windows. There 1
: are five computers and there are three chairs. There is a printer. There is a :
) vase. There are four people. |

N o e o e e e e o e e e e e e e e e e e e e e e e e e e e e e e e e e e o 7/

Thereisa /one....

{ IMPORTANT |

40
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Activity 8:

Taking and leaving a message

Taking a message: Leaving a message:

It’s about
(the
meeting)

I’'m calling
about (the
meeting).

Can | take a
message?

Go ahead.

Please call
me back as
soon as
possible.

41
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Asking for repetition and chequing:

So that’s 558 ... Can you

Sorry, | don’t repeat that?

understand.

Ending the call:

Is there
anything else?

I’ll give (Laura)
your message.
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Conversation Sample:

A: Logistics. Good morning.

B: Hi. Is Carlos there?

A: No, sorry. He’s out. Can I take your message?
B: It’s Maria, from Sales.

A: Hi, Maria. Go ahead.

B: It’s about product AB256.

A: Sorry, I don’t understand. Can you repeat that?
B: Product AB256.

A: Ok. Anything else?

B: Yes. Please call me as soon as possible. My number is 0755-9631
A: Ok. I'll give Carlos your message.

B: Thanks.

AcCtivity 9:
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Topics & Selg-evaluation

_a

In Unit 4, you learned to... - :j" 6o

? - \\\\__ % S J y

..write about you (where you
live, where you work and my

responsibilities in a company)

...name departments and

responsibilities in a company.

..talk and write about people

and their responsibilities.

..ask and answer questions
about jobs and responsibilities

in a company.

..describe places using "there

is" and “there are".

have a short phone conversation

(leave and take short messages)
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Company types

Company type: | energy

Products: oil and gas

| work for YPF. It's an energy

company. We sell oil and gas.

Company type: | aeronautical

Products: aeroplanes

@Bﬂflﬁn

We work for Boeing. It's an

aeronautical company. We make

aeroplanes.

Company type: | automobile

Products: cars

Volkswagen is an automobile company. We

make and sell cars.

Volkswagen

Company type: | electronics

Products: Computers,
phones and

other gadgets

Apple is an electronics company. We make

and sell computers, phones and other

gadgets.
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% What's your company?

[ work for Volkswagen.

Secretariado Ejecutivo Universitario

Inglés I- Unidad 5

Company type:

retail

Products:

clothes

We sell clothes.

[ Zara is a retail company.

|

% What type of company is it?

It's an automobile company
& What do you do?

We make and sell cars.

Activity 1:
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Describing Companies

v" Countries and Nationalities:

I _ N L7
I -© 2 S

COUNTRY Argentina Brazil the UK
NATIONALITY Argentinian Brazilian British
I
i-0 ®
I
COUNTRY Mexico India Japan
NATIONALITY Mexican Indian Japanese
&
COUNTRY the USA China Italy
NATIONALITY American Chinese Italian
I'm from Argentina.

' SE!
: mON PLER
' TN, ! Uniqlo is a Japanese company.
2] . !
/

.........................................

I
!
: I'm Argentinian.
1
1

v" Activities:

design build
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deliver buy

order export

| work for YPF. It's an energy company. It's Argentinian. We sell
oil and gas. We export oil to Brazil, the USA and the UK.
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Can you describe the foLLOWINgG companies?

& Apple

W,

Volkswagen

Activities 2, 3 ahd ¢:
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Big Numbers

12113114

eleven twelve thirteen fourteen fifteen

18, 19

sixteen seventeen eighteen

30 gle

thlrtg fortg flftg

@@

\lz

%,

WATCH NOW

one hundred

51




mc&nn DE mf\] u:gr‘ri:smn
CIE IAS MALCI AL i i j i i i
SCONIMICAS [ |h] DE IBIONES Secretariado Ejecutivo Universitario

Inglés I- Unidad 5

LARGE NUMBERS Woodward Education

100 one hundred 1,000 one thousand

101 one hundred and one 2,000 two thousand

200 two hundred 10,000 ten thousand

300 three hundred 100,000 one hundred thousand
400 four hundred 1,000,000 one million

500 five hundred 10,000,000 ten million

600 six hundred 123,456,789

700 seven hundred gne hundred and twenty-three million,
800 eight hundred four hundred and fifty-six thousand,
900 nine hundred seven hundred and eighty-nine.

) df For Example!
b

a“d and and

two hundred and twlve Fh,'i:llion. fhree{‘i“fimundnrﬂeéd and
two thousand, one hundred and eleven

Activities 5, 6 and 7:

52




g UAF) e fado Eecutivo Universtar
CAS [ |—‘] DE IBIONES Secretarlafio Ejec.utlvo Universitario
Inglés I- Unidad 5

Language at work — Present Simple: he/ she/ it

Maria works for YPF. YPF is an
energy company. It's Argentinian. It
sells oil and gas. It exports ail to
Brazil, the USA and the UK.

Does YPF sell
paper? No, it doesn’t.

0 Positive Form: he /she / it works.
' _-,_\ﬂENTon PLEASE! Negative Form: he /she /it doesn’t work.
Questions and answers:

Does he work...? Yes, he does/ No, he doesn’t.

Do she work...? Yes, she does/ No, she doesn’t.

. Doitwork..? Yes, it does/ No, it doesn'’t. 7

...............................................
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Verbs ending in Verbs ending in —o,
In general
i conson. +y sh, tch, x, ss
y +ies +es

work — works  study — studies go — goes
eat — eats cry — cries wash — washes
play — plays try — tries watch — watches

swim — swims spy — spies mix — mixes

write — writes fly — flies kiss — kisses
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Ordering

Ordering Items

Can | help
you?

Do you have
the item ’ The item
number? ow many number is
would you

Talking about price:

The total
price is
$1000

I'd like to
order (small
boxes).

like?

What's
the total
price?

Does that
include
delivery?
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Asking to confirm:

Can you confirm

What'’s your my order by

email
address?

I'll email
that now.

Conversation Sample:

: Hello. Garbarino. Paula speaking. Can I help you?

: Hi. It’'s Matthew Rogers from Addex. I'd like to order some printers
: One moment. Do you have the item number?

: Yes, it's WD156

: Thanks. One printer is $200. How many would you like?
5.

: So, that’s $1000.

: Does that include delivery?

: Yes, it does.

: Ok. That’s fine. Can you confirm the order by email?

: Yes, of course. What’s your email address?

: I's matt.rogers@gmail.com

: ’ll email that now.

® > ® > ® > P > ® > @ > ® >

: Thank you!

Activities 12 ahd 13:
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Topics & Selg-evaluation

In Unit 5, you learned to...

...name different types of

companies.

...describe companies (where they

are from, what they do, etc.)

..State quantities and prices.

..ask and answer questions about
you and other people using the

Present Simple Tense.

..describe what you or other
people do/ don't do using the

Present Simple Tense.

..have a short conversation (order

from companies, take orders, etc)
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Vocabulary: Food and drinks

Meat Dishes

chicken curry and rice steak and fries

Vegetarian Dishes

tomato soup with bread vegetable lasagne
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Desserts

chocolate cake ice cream

Drinks

water orange juice

coffee tea
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Useful Expressions

I like

\ &

| DOYOULIKE.?» A

,\E'\l‘
4

I eat salad
for lunch.
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Activities 1 and 2:

Anything else?

Hello! Can | help
you?

Can | have a
tomato soup,
please?

What would you
like?

I’d like a
cheese
sandwich.
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e, sy,
Mo,
J 24

Activity 3:

sing play golf play tennis speak (English)
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cook run a marathon swim play the guitar

# What sports can you play?
[ can play football and volleyball.

& What languages can you speak?
[ can speak English and Portuguese.

& What musical instruments can you play?
[ can play the guitar.

& What types of food can you cook?

I can cook Italian food.

Can you speak English? No, | can’t.

64




FACULTAD DE | v, UNIVERSIDAD . . ] ] L
CIENCIAS /| | MACIOMAL Secretariado Ejecutivo Universitario

ECONOMICAS DE MISIONES ¢ !
Inglés I- Unidad 6
A N .
AT - Positive Form: I can cook.
Q

Negative Form: You can’t play tennis.
Questions and answers:
Can you swim? Yes, I can/ No, [ can’t

Can she cook? Yes, she can/ No, she can’t

v Can they play the guitar? Yes, they can/ No, they can’t ,
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Practically speaking: Days and Times

DAYS of the week

— e e e

I Sunday I :::: l
‘ Monday ’
I Tuesday -
Wednesday
i Friday | ‘
Saturday

What days do you...

& ..work? [ work from Mondays to Fridays.

« ..have free time? | have free time on Sundays.

The time v
[ t¢00) (o09:5) (o2:3o) (oBMs)

& ..start work? I start work at seven o’clock.

& ..finish work? I finish work at five thirty.
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Activities 9, 10 and 11:

UNIVERSIDAD
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Inviting, accepting and declining

Inviting:

Would you
like to (have
dinner)?

Accepting (saying “yes”):

Yes, please.
That would be
nice.

That’d be
great. Thanks.

See you on
(Sunday).
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Inviting: Declining (saying “no”):

Do you want
to have a
coffee?

I'd love to but
| can’t (today)

I’'m afraid I'm
busy (at 9).

Saying a day/time:

What day
can you

play?
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Conversation Sample:

A: Would you like to have a coffee after the lesson?
B: I'm afraid I'm busy.

A: Ok. Do you want to get a coffee on Saturday?
B: What time?

A:Is 7 ok?

B: That'd be great! See you on Saturday.

Activities 12 and 13:
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Topics & Selg-evaluation

In Unit 6, you learned to...

...name food and drinks.

...state what food and drinks

you like / don't like.

..ask and answer questions
about likes related to food and

drinks.

..order food at a cafeteria.

..state what you can/ can't do.

..ask and answer questions

related to abilities.

..state when you do an

activity.

..have a short conversation
inviting someone to do

something.
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Secretaria de Educacion de la Nacion
Universidad Nacional de Misiones
FACULTAD DE CIENCIAS ECONOMICAS
CONSEJO DIRECTIVO

POSADAS, 07 de Mayo de 2024.-

VISTO: La Nota CUDAP:FCE NOTA-S01:0000356/2024 por la que la Secretaria Académica eleva la
solicitud de aprobacién de la Actualizacién del Programa de la Asignatura “Inglés I”, de la Carrera de Pregrado
Secretariado Ejecutivo Universitario, y;

CONSIDERANDO:

QUE la Asignatura “Inglés 17, forma parte del Plan de Estudios de la Carrera de Pregrado Secretariado
Ejecutivo Universitario, aprobado por Resolucién CS N° 010/2014.

QUE el programa fue elaborado por la docente responsable de la asignatura de acuerdo a los contenidos
minimos previstos en el Plan de Estudio actualmente vigente aprobado por Resolucién CS N.° 010/2014, y
respeta el formato aprobado por Resolucién CD N.° 109/2021.

QUE la solicitud se acompaia con la intervencién de la Jefa de Departamento de Secretariado.

QUE la Comisién de Asuntos Académicos celebrada el dfa 29 de Abril de 2024, analiz6 el programa
presentado, sugiriendo la aprobacion de su actualizacion.

QUE el Consejo Directivo en la Segunda Sesién Ordinaria de fecha 30 de Abril de 2024, aprob6 por
Unanimidad el Despacho de la Comisién de Asuntos Académicos.

POR ELLO:
EL CONSEJO DIRECTIVO DE LA FACULTAD DE CIENCIAS ECONOMICAS
DE LA UNIVERSIDAD NACIONAL DE MISIONES
RESUELVE:

ARTICULO 1°.- APROBAR la Actualizacién del Programa de la Asignatura "Inglés I”, de dictado Anual del
Primer Afio de la Carrera de Pregrado Secretariado Ejecutivo Universitario, Plan de Estudios aprobado por
Resolucién CS N° 010/2014; que se detalla como Anexo de la presente Resolucién, presentado por la Docente
Responsable de la Asignatura: Esp. Alicia Laura LEDE.- -

ARTICULO 2°.- REGISTRAR, Comunicar, Notificar y Cumplido; ARCHIVAR.-

skt ol

FCE RES-S01:0000060/2024 s RHN;;ﬁI_ 0. MAR(Y SANDRA LTI

CUDAP : FCE_
SECRETARIO y SIDENTA
Consejo Directivo sejo Directivo
B.C.E. . UNaM . C.E. - UNaM

ehr/MSL

VISTO: Se deja expresa constancia que en el dia de la fecha se toma conocimiento de la presente Resolucién del
Consejo Directivo de la Facultad de Ciencias Economicas de la Universidad Nacional de Misiones, de conformidad al
Articulo 1° de la Ordenanza CS N.° 001/97.

POSADAS, 1 ? iéﬂY 2324

= ((3764) 480394 — 480395 — 480988 — (Interno 133) = hittp:/fwww.foe, unam.edu.ar - e-mail. consejo.dir vp@[g_g,;mgm edu.ar
Campus Universitario: Av Fernando Ellas Llamosas 9458 - Estafeta Postal Miguel Lanis (3304) Posadgs” — Misiones — Argentina
%2024 — Afio de la Defensa de la Vida, la Libertad y la Propledad™




Secretaria de Educacion de la Nacion
Universidad Nacional de Misiones
FACULTAD DE CIENCIAS ECONOMICAS
CONSEJO DIRECTIVO

Facultad de Ciencias Econdmicas
Universidad Nacional de Misiones

Programa de la Asignatura

>INGLES I - INGUN <

Profesor Responsable:

>LEDE, ALICIA LAURA <

Ano: 2024

g

UDAP : FCE_RES-501:0000060/2024 or, HECIOR MARTIN AVALA \ SANDRA LIBUTTI

SECRETARIO ke pRESIDENTA
Consejo Directivo Consejo Directivo
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Secretaria de Educacién de la Nacién
Universidad Nacional de Misiones
FACULTAD DE CIENCIAS ECONOMICAS
CONSEJO DIRECTIVO

Denomlnaclon de Ia matena

SINGLES I - INGUN <

Carrera

~SECRETARIADO EJECUTIVO UNIVERSITARIO<

Ublcacmn de la Materia segun Plan de Estud:o

>1° ANO- ANUAL<

Carga horana de Ia Materla (semanal-total teortca -practica)

Carga horaria | Horas | Teodrico/Practicas | Practicas (a)
Por semana 4 2 2
Total anual 128 64 64

Caracter de Ia Materta (Obllgatorla Optatlva -Extracurricular)

Currlcular obhgatorla o catedra optativa - requisito extracurricular

Profesor Responsable

LEDE, ALICIA LAURA - PROFESOR ADJUNTO<

Eqmpo Docente

MIR, MARIA CECICILIA JEFE DE TRABAJOS PRACTICOS<
ENRIQUEZ, MARCELA ALEJADRA- AYUDANTE DE PRIMERA<

Q@é/z
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Secretaria de Educacion de la Nacion
Universidad Nacional de Misiones
FACULTAD DE CIENCIAS ECONOMICAS
CONSEJO DIRECTIVO

Fundamentacuon

Ingles Uno tlene como ob]etwo reforzar los conommlentos previamente
adquiridos del idioma inglés en el nivel secundario. Al mismo tiempo, in-
corpora contenidos linglisticos relevantes para las tareas realizadas por
secretarios ejecutivos en instituciones publicas, privadas y cooperativas.
Esta materia prepara a los estudiantes para el discurso comercial y em-
presarial en inglés como lengua extranjera, considerando la creciente in-
ternacionalizacion del inglés en los dominios especificos relacionados con
el trabajo secretarial.

A través de la exploracion de una lengua extranjera, el curso busca eva-
luar su potencial comunicativo, teniendo en cuenta las caracteristicas y es-
pecificidades tanto de la

lengua oral como escrita. El estudio de una lengua extranjera con fines es-
pecificos, como es el caso de Inglés Uno, representa una variante de la
lengua general, basada en su uso dentro de un contexto particular (segun
Riutort Canovas, 2010). Desde esta perspectiva, el interés por aprenderla
y utilizarla de manera competente con fines comunicativos surge de nece-
sidades académicas, profesionales y laborales.

En este contexto, el discurso técnico se adquiere a través de la lectura, la
escucha y el andlisis de dos tipos de textos: textos auténticos y aquellos
disefiados especificamente para el estudio sistematico de la lengua extran-
jera en el ambito empresarial y corporativo.

Contenldos Mlnlmos

. Lenguaje y comunicacion.

¢ Lengua oral. Lengua escrita.

e Sijtuaciones de comunicacién oral cotidiana y laboral en lengua ex-
tranjera: inglés: comunicacion telefénica, reservas de pasajes y de
hoteles, presentacién de exposiciones, entro otros.

e Situaciones de comunicacién escrita cotidiana y laboral en lengua

extranjera Ingles: redaccidn de textos breves en f tos varios:
memos, mails, cartas, CVs, documentos comercialeg; entre otros
e Vocabulario técnico propio del tramado tematico

RES-501:0000060/2024 a [ Q{
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Objetivos Generales

Que el estudiante sea capaz de:

eAdquirir las primeras herramientas para comunicarse en forma oral y es-
crita, en lengua extranjera inglés usando el Iéxico y estilo apropiado segin
el ambito cotidiano o laboral en que se encuentre.

eComprender las caracteristicas propias del idioma inglés a fin de usarlo

con relativa comodidad y prepararse para la apropiacion de préacticas lin-
guisticas mas complejas en el marco de Ingles Dos.

ObJetlvos Especmcos

Que el estudiante sea capaz de:

. Adquirir habitos de lectura y escritura en Lengua Extranjera Inglés.

o Mejorar su desempefio oral y escrito en Lengua Extranjera Inglés.

. Reflexionar sobre el lenguaje y sus potencialidades para la supera-
cién personal.

. Reconocer y usar un vocabulario técnico basico de manera compe-
tente.

Contenidos

UNIDAD I YOU
Comunicacién: Realizar presentaciones personales. Hablar sobre trabajos
y estudios. Preguntar sobre datos personales y profesionales. Deletreo
Gramatica: uso contextualizado de los articulos definido e ind oL al
an, the” y del verbo ser/ estar “be”.

Vocabulario: Empleos. El alfabeto.

Lectura: Business Card- learnenglish.britishcouncil.org
Video: YOU

5-501:0000060/2024
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Unidad II COMPANIES

Comunicacién: Hablar sobre compafiias y paises. Formular preguntas. Ini-
ciar una llamada telefénica.

Gramatica: Verbo ser / estar formas negativas. Uso incidental del tiempo
presente simple. Uso de las mayusculas en inglés. Primeros conectores.
Vocabulario: Compafiias y Paises

Lectura: Job Adverts - learnenglish.britishcouncil.org

Video: COMPANIES

Unidad III WORKPLACE

Comunicacién: Conversar del lugar de trabajo. Estructurar preguntas y
respuestas. Solicitudes sencillas. Redactar correos electrénicos simples.
Gramatica: Verbo ser / estar formas interrogativas. Uso de los adverbios
interrogativos WHAT WHERE WHO.

Vocabulario: Lugares en la empresa.

Lectura: Notes at work - learnenglish.britishcouncil.org

Video: WORKPLACE

Unidad IV DEPARTMENTS

Comunicacién: Hablar sobre responsabilidades en el trabajo. Nombrar vy
describir los diversos sectores de trabajo de la empresa. Tomar y dejar un
mensaje telefénico. Dar fechas y horarios. Reservas, confirmaciones, con-
sultas.

Gramatica: Formacion de plurales: regularidad e irregularidad. Tiempo
presente simple de verbos de uso frecuente: afirmaciones. "“Existencial
there: There be”

Lectura: An invitation to a job interview - learnenglish.britishcouncil.org
Video: DEPARTMENTS

Unidad V PRODUCTS
Comunicacién: Dialogar sobre tipos de compafias, actividades y produc-
tos. Dar y comprender cifras grandes. Ordenar mercaderias

Gramatica: Verbo Have. Tiempo presente simple de verbos de uso fre-
cuente.: negaciones e interrogaciones.

Vocabulario: Nacionalidades. Numeros.

Lectura: Professional profile summaries- learnenglish.briti
Video: PRODUCTS
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Metodologia de E

Modalidad: presencial

Estrategias de enseifianza y aprendizaje: aula taller

Caracter de las clases teorico/practicas: exposicion dialogada —expli-
cacién a través de: ejemplos, deduccion e induccién, desarrollo de activi-
dades teodrico-practicas en forma individual y grupal, lectura comprensiva
de determinados textos afines, Dindamica de trabajo grupal: andamiaje de
pares. Intercambio de producciones. La escritura como proceso: plan de
escritura, borrador, revision, version final.

Intensidad de la formacioén practica: Problematizaciones- Ejercicios de
Simulacién -

Evaluacion

Requisitos para regularizar la materia y rendir examen final oral:

Aprobacion del 80% de los trabajos practicos,
Aprobacion de 2 (dos) parciales, con calificacion entre 4 (cuatro) y 6
(seis).

En caso de ausencia o desaprobacién de uno o ambos parciales, rendira
un examen recuperatorio, por cada uno de los parciales desaprobados.

Alumnos Libres:
Los estudiantes que no cumplimenten con los requisitos anteriores, seran
considerados alumnos libres y deberdn rendir examen final escrito y oral.

La evaluacidon para los alumnos que hayan adquirido la condicion de Regu-
lar o Libre se regird por el Régimen de Aprobacion vigente. Resolucién CD
NO 035-13.

Alumnos Promocionales:
A)  Aprobacién del 80% de los trabajos practicos, y

B) Aprobacién de 2 (dos) parciales con una calificacion min'g’na de 6
(seis).

En caso de ausencia o desaprobacién de uno de ellos o de anfbos, rendira
un examen recuperatorio, por cada uno de los parciales de
aprobados con calificacién inferior a 6 (seis).

[

IR

Campus Universitario: Av Fernando Elias Llamosas 9458 - Estafeta Postal Miguel Lands (3304) Posadas - Misiones — Argentina Pég 6
"2024 - Aflo de la Defensa de la Vida, la Libertad y la Propiedad”

E Rl

024




Secretaria de Educacion de la Nacion
Universidad Nacional de Misiones
FACULTAD DE CIENCIAS ECONOMICAS
CONSEJO DIRECTIVO

Planificacion de Actividades Curriculares

Semana Contenidos a desarrollar
NO
1 Presentacion de la materia — Diagnéstico
2 Unidad 1 - You. Presentaciones personales. Socializa-
cion.
3 Unidad 1 - Profesiones. Gramatica y vocabulario
4 Unidad 1 - Formulacién de preguntas.
5 Unidad 1 - Lectura y comprension.
6 Integracién
7 Unidad 2- Company. Practica de la oralidad.
8 Unidad 2 - Paises. NiUmeros. Gramatica y vocabulario.
9 Unidad 2 - Llamadas telefénicas
10 Unidad 2 - Lectura y comprension.
Afig Integracion
12 Repaso
13 1° Evaluacién Parcial
14 Unidad 3 Workplace. Practica de la oralidad.
15 Unidad 3 - La empresa: Tipos. Gramatica y vocabula-
rio
16 Unidad 3 - correos electrénicos. Solicitudes.
17 Unidad 3 - lectura y comprension.
18 Integracién
19 Unidad Departments. Practica de la oralidad.
20 Unidad 4 - Los sectores de la empresa. Gramatica y

vocabulario

Unidad 4 - Mensajes de voz.

Unidad 4 - lectura y comprension.

Integracién

Unidad Products. Practica de la oralidad.

Unidad 5 - Actividades de la empresa. Gramatica y
vocabulario

Unidad 5 -Llamadas telefénicas.

Unidad 5 - Lectura y comprensién.

Integracién

Repaso- 2° Evaluacion Parcial

Clases de consulta

Evaluacion Recuperatoria

Notificacion de resultados — Consultas
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