Learning English through Workplace Communication


Supplementary Materials 8

Useful websites for learning English through workplace communication

Below are some useful websites for learning English through workplace communication:
1. Building knowledge and vocabulary of different trades and businesses


http://jobprofiles.monster.com/
2. Writing emails

http://owl.english.purdue.edu/handouts/pw/p_emailett.html

http://ec.hku.hk/epc/email/default.htm
3. Writing cover letters and curriculum vitaes


http://ec.hku.hk/epc/resumes/ 

http://owl.english.purdue.edu/owl/resource/549/01/


http://ec.hku.hk/epc/letters/
4. Learning concepts relating to organisations


http://www.swinburne.edu.au/corporate/hr/f_orgchts.htm


http://www.sony.net/SonyInfo/CorporateInfo/index.html
5. Handling business telephone calls


http://ec.hku.hk/epc/telephoning/

http://www.bbc.co.uk/worldservice/learningenglish/business/talkingbusiness
6. Handling complaints


http://www.pdptoolkit.co.uk/Files/wellclosetraining/wellcloseconsult/training/consult/diffic.htm 

http://esl.about.com/od/businessspeakingskills/a/customer_ser.htm
7. Giving presentations


http://www.mmu.ac.uk/academic/studserv/learningsupport/docs/Presentations.pdf 

http://ec.hku.hk/epc/presentation/
8. Writing memos

http://owl.english.purdue.edu/owl/resource/590/01/
9. Writing business letters


http://writing.colostate.edu/guides/documents/business_writing/business_intro/


http://owl.english.purdue.edu/handouts/pw/p_basicbusletter.html
10. Producing sales / promotional materials


http://graphicdesign.about.com/od/?once=true&
11. Role-playing job interviews


http://esl.about.com/library/weekly/aa113097.htm?once=true&


http://ec.hku.hk/epc/interviews/

http://elc.polyu.edu.hk/Job-Seeking/index.htm

12. Setting up and holding meetings

http://cycnet.com/englishcorner/practical/business/meeting.htm

http://www.bbc.co.uk/worldservice/learningenglish/business/talkingbusiness

































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































PAGE  
T64

