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Background



Two Theme Songs

“Let it go”

“Into the unknown”



Business English Interest Group (BEIG)

(1) The question of “How do you know...?”

(2) Jobs for the next generation don’t exist yet.

(3) Members of BEIG

 Christy, Frankie, Hannah, James, Mitchell, David



Our Questions
(1) To what extent is workplace English covered in the

    local secondary school English Language curriculum?

(3) What are the implications for us as ELC teachers

    when delivering our DSR workplace English subjects

    to students?

(2) How is workplace English assessed in the DSE

    English Language Examination?



From Education Bureau

(1)
The elective module:
Learning English through Workplace 
Communication (Secondary 4 - 6)
A Resource Package



From Education Bureau

(2)
Learning and Teaching Resources for 
Learning English through Workplace 
Communication



From Education Bureau

(3)
English Language:
Curriculum and Assessment Guide



Workplace English in the secondary school 
English Language curriculum



Senior Secondary English Language Curriculum

(2-3 modules out of 8)

Language Arts
1. Drama
2. Short stories
3. Poems and songs
4. Pop culture

Non-language arts
5. Sports 

communication
6. Debating
7. Social issues
8. Workplace 

communication

1. Getting along 
with others

2. Study, school 
life and work

3. Cultures
4. Wonderful things
5. Nature and 

environment
6. The individual 

and society
7. Communicating
8. Technology
9. Leisure and 

entertainment

Total: 310-375 class hours

75%

25%



Workplace Communication
A Resource Package offered by EDB covers...

● Unit 1 - Describing jobs and companies
○ Jobs, career advice, telephoning, memo, presentations etc. 

● Unit 2 - Employment
○ Job interviews, cover letter, meetings, agenda, minutes etc.

● Unit 3 - Brands and advertising
○ Favorite brands, poster presentation, report writing, sales letters etc.

● Unit 4 - Customer service
○ Problems with goods, handling complaints, information finding etc.



Job Interviews



Tips
1. Find out about the company first: 

environment; services; products; projects; 
training; promotion opportunities.

2. Predict questions you might be asked and 
prepare good answers for them (write down 
keywords to help you to remember your 
answers.

3. Think of useful questions you would like 
to ask.

4. Ask different friends or family members to 
help you to practise several times before 
the interview.

5. Relax and enjoy the interview as a very 
useful learning experience.

1. Talking about why you’re interested 
in this position
This job would offer professional development.

This company has a very good reputation.

2. Talking about your 
qualifications
I did quite well in my HKDSE exams.

I received…for my English.

I passed…

3. Talking about your experience
I’ve got lots of experience in this field.

I have had two part-time jobs.

My last job finished in March last year.

4. Talking about you
I am a very organised person.

I feel that I could play a key role in the 

company.

I get on really well with people.

5. Talking about your interests
I’m really keen on… (computers)

I enjoy…ing (meeting people)

6. Talking about responsibilities
I am ready to take on more 

responsibilities.

I enjoy having responsibilities.

7. Describing your weak points
Sometimes I’m a bit too + adjective (e.g. 
serious, hard-working), and this might…(e.g. 
make my colleagues feel uncomfortable).

I think I get too + adjective/adjectival phrase 
(e.g. involved / caught up) in my work. That 
sometimes means… (e.g. I am thinking about 
work even at lunch or at home).

8. Asking questions
If I were offered the job,
…how soon could I start?
…would there be any on-the-job training 
provided?

What expansion plans does the company 
have? Would I get the chance to be part 
of those plans if I were offered the job?



Cover Letter
Introduction:
State the job applied for and where 
it is advertised
 
Body paragraphs (2 to 3):
Briefly describe the qualifications, 
experience, skills, personality and 
interests that are relevant to the 
job applied for, why the applicant 
would like to apply for the job and 
why s/he is a suitable candidate
 
Ending:
Express the readiness to be invited 
for an interview and the wish to 
receive a favourable reply from the 
potential employer



Meetings Discussion Skills

You have been awarded a free one-week trip because of the good 
work you and your colleagues have done for the Marketing 
Department. Along with you and your team members, there will be 
three managers aged 40-60 and seven assistant managers aged 
25-35. In your group, look at the possible destinations and 
discuss which ONE place is the best. 

Japan
General information:
�   tour of the capital, Tokyo
�   delicious food
Activities: visiting temples, 
shopping, skiing near Tokyo and 
using spa facilities

China
General information:
�   tour of city Guilin
�   unique scenery
�   great snacks
Activities: visiting parks, 
trekking, river cruising

New Zealand
General information:
�   beautiful countryside and 

villages
�   good food
Activities: swimming and 
cycling, horse riding

Italy
General information:
�   tour of the capital, Rome
�   excellent food
Activities: visiting famous museums 
and churches, walking around the 
beautiful city, shopping 



Discussion SkillsMeetings
Your school has decided to send 5-10 students to work as student 
trainees at a television broadcasting company. 

Go into groups of five. Only ONE student from each group can be 
sent to work as a student trainee. Each student must convince the 
chairperson why s/he should be chosen. Try to convince the others 
that you should be able to represent your school in the 
community. You only have a maximum of two minutes to sell 
yourself.



Handling complaint by email

1. Acknowledge / Apologise.

2. Explain what has happened.

3. Promise action / Describe 

what actions you are going 

to take.

4. Finish with a closing 

statement.



Report writing
Introduction: a brief summary of the 
contents to follow.

Main body: What did you do? What have 
you found out? What is the significance 
of your findings?

Conclusion: a brief summary of the 
information that you draw from the body.

Recommendations: suggestions for action 
or changes.

Your company is planning to hold the Christmas dinner 
at a western restaurant. Your boss has asked you to do 
a search on possible venues for the dinner. Try to 
collect information from two restaurants by doing an 
online research or telephone enquiries. On a separate 
sheet of paper, write a short report (150 – 200 words) 
about your findings.



DSE Workplace Communication
Vs.
ELC Workplace English

Job 
Interviews

Workplace 
Correspondence

Reports

Proposal

Oral 
presentation 
of proposal

Meetings

Promotional 
Literature



Senior Secondary English Language Curriculum

Compulsory 
Part

Elective Part
(2 - 3 modules)

Workplace 
Communication

Drama / Short stories / Poems and songs / Pop cultures 
/ Sports communication / Debating / Social issues



Compulsory 
Part

Elective Part
(2 - 3 modules)

Drama / Short stories / Poems and songs / Pop cultures / 
Sports communication / Debating / Social issues

Senior Secondary English Language Curriculum



Workplace English in the DSE English Language 
Examination



DSE English Language Examination

● Paper 1 - Reading (20%)

● Paper 2 - Writing (25%)

● Paper 3 - Listening & Integrated skills (30%)

● Paper 4 - Speaking (10%)

● School-based assessment (SBA) (15%)

Part A (10%) Compulsory learning contents - 200 words
Part B (15%) Elective learning contents - 400 words

Part A (7.5%) Compulsory learning contents
Part B (7.5%) Elective learning contents

Drama / Short stories / Poems and songs / Pop 
cultures / Sports communication / Debating / 

Social issues / Workplace communication

writing

speaking



Paper 2 - Writing Part B (15%)
Drama / Short stories / Poems and songs / Pop 
cultures / Sports communication / Debating / 

Social issues / Workplace communication



Hong Kong 
Examinations 
and 
Assessment 
Authority 
(HKEAA)
2018-19



School-based Assessment (SBA) Part B (7.5%)

The grade given is based entirely on the student’s oral performance.Students 
are assessed by their own subject teachers in assessments carried out by their 
school. The grades awarded contribute towards their results in the HKDSE.

Students are required to give a 
presentation on the module in the 
Elective Part.

Drama / Short stories / Poems and songs / Pop 
cultures / Sports communication / Debating / 

Social issues / Workplace communication



DSE Grade 
(English Language)

Paper 1

Elective Part

Paper 2

Paper 3

Paper 4

SBA

Compulsory Part

Drama / Short stories / Poems and songs / Pop 
cultures / Sports communication / Debating / 

Social issues / Workplace communication



Implications for ELC teachers



Brief Summary

Of the 300 hours that DSE students spend on the English 
Language Curriculum:

● Around 95 hours are spent on the electives
● 2 or 3 subjects are selected of which 1 might be 

Workplace English
● Around 30-35 hours might be dedicated to Workplace 

English

If it is chosen at all...



Very few of our local students might have studied the DSE 
Workplace English elective

Those that have, perhaps have not studied it in enough 
meaningful detail to have relevance to our courses 

What about mainland/foreign/exchange students with their 
different educational backgrounds…?

Do we simply “Let it go”?



Our argument and why we have run this session is: NO!

Significant relevance to a number of our DSR courses:

Business 

Engineering

SHTM



Group Discussion

1) Do we use the DSE elective materials in our DSR courses?
How? Can they be made relevant? How do we build on 
students’ knowledge? What about those who did not study 
that DSE elective?

2) ‘Jobs for the next generation don’t exist yet’ What does 
this mean exactly? How can we use these above DSE 
materials and then our materials to help students to 
prepare for these non-existent jobs? Should we even try?



Feedback from the group discussion:
1) It is generally useful to be aware of the workplace 

English materials that can be used in the DSE electives. 
But, it is clear that only a very small number of local 
DSE students actually take this option.
The materials are ‘traditional’ and may not really be 
suitable for today’s rapidly changing workplace and 
employer requirements. They only briefly cover certain 
areas that are dealt with in greater detail in our 
workplace courses. None of our students have yet 
complained that what is taught in the ELC courses is 
‘something they’ve already done’



Feedback from the group discussion:
2) Job requirements and the workplace are rapidly changing.
The time where people ‘only’ had 1-2 jobs in their career 
has long gone. Flexibility is the key (e.g. the ‘gig’ 
economy)
So we need to particularly focus on soft skills that some of 
our students are lacking: creating a good impression and 
other interpersonal skills.
Additional points to consider:
HR manager Ms Elsie Yung mentioned no  more cover letters
The importance of a Linkedin (online) description
New style of CV’s 
This very relevant Pinterest page has been shared by Andy 
Morrall




