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The Hong Kong Polytechnic University 
 

Subject Description Form 

 
 

Subject Code ELC3721 

Subject Title English Communication for Hospitality and Tourism Management  

Credit Value 2 

Level 3 

Pre-requisite       LCR English subjects 

Objectives This subject aims to develop the English language and communication skills 

required by students to communicate effectively in their future careers.   

Intended Learning 

Outcomes 

 

 

Upon completion of the subject, students will be able to: 

a. adjust the style of expression and interactive strategies in writing and 

speaking in accordance with different intended readers/audiences 

b. organise and write effective workplace correspondence;  

c. interact professionally in a job interview;  

 

To achieve the above outcomes, students are expected to use language and 

text structure appropriate to the context, select information critically, and 

provide support for stance and opinion. 

 

Subject Synopsis/ 

Indicative Syllabus 

 

 

The content is indicative. The balance of the components, and the weighting 

accorded to each, will be based on the specific needs of the students. 

 

1.  Workplace correspondence  

      Writing workplace emails and letters by selecting and using relevant 

content; organising ideas and information; maintaining appropriate tone, 

distance and level of formality; achieving coherence and cohesion; 

adopting an appropriate style, format, structure and layout.  

 

2.   Job interviews  

 Practising the specific verbal and non-verbal skills required in 

communicating with potential employers in job interviews.   

 

3. Language appropriacy 

 Using context-sensitive language in spoken and written English. 

 

4. Language development 

 Improving and extending relevant features of grammar, vocabulary and 

pronunciation. 

 

Teaching/Learning 

Methodology  

 

The subject is designed to introduce students to the written communication 

skills that they may need to function effectively in their future professions. 

 



2 

 

 
The study method is primarily seminar-based. Activities include teacher input 

and project work involving drafting and evaluating texts, mini-presentations, 

discussions and simulations. Students will be referred to information on the 

Internet and the ELC’s Centre for Independent Language Learning. 

 

Learning materials developed by the English Language Centre are used 

throughout this course. Additional reference materials will be recommended 

as required. 

 

Assessment 

Methods in 

Alignment with 

Intended Learning 

Outcomes 

 

 

Specific assessment 

methods/tasks  

% 

weighting 

Intended subject learning 

outcomes to be assessed 

(Please tick as appropriate) 

a b c 

1. Email and letter writing 60%    

2. Job interview 40%    

Total  100 %    

 

Explanation of the appropriateness of the assessment methods in assessing the 

intended learning outcomes: 

 

This subject adopts the method of 100% continuous assessment.  Students’ oral 

and writing skills are evaluated through assessment tasks related to the learning 

outcomes. Students are assessed on the accuracy and the appropriacy of the 

language used in fulfilling the assessment tasks, as well as the selection and 

organisation of ideas. 

 

Student Study 

Effort Required  

 

Class contact:  

▪ Seminars  26 Hrs. 

Other student study effort:  

▪ Classwork-related and project-related preparation 

and self-access work 
52 Hrs. 

Total student study effort  78 Hrs. 

Reading List and 

References 

 

Coursebook 

 

Course materials prepared by the English Language Centre 

 

Recommended readings 

 

Block, J., & Betrus, M. (2014). Great answers, great questions for your job 

interview (Second ed.). New York, New York: McGraw-Hill Education. 

 

Dwyer, J. (2020). Communication for business and the professions : 

Strategies and skills (7th ed.). Melbourne, VIC: Pearson Australia. 
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Martin, C. (2014). What to say in every job interview : How to understand 

what managers are really asking and give the answers that land the 

job (1st ed.). New York: McGraw-Hill Education. 

 

McWhir, Catt, Scudamore, Catt, Hilton, & Scudamore, Patricia. (2018). The 

ultimate job hunting book : Write a killer CV, discover hidden jobs, 

succeed at interview (Second ed., Teach yourself books). London: Hodder 

& Stoughton 

 

Pietrucha, F. (2014). Supercommunicator : Explaining the complicated in a 

digital age (1st ed.). New York: American Management Association. 

 

Simon, C. (2016). Impossible to ignore : Creating memorable content to 

influence decisions (1st ed.). New York: McGraw-Hill Education. 

 

Smith, Lee, & Van Genderen, John. (2018). Kick Start Your Career (1st ed.). 

Milton: Routledge. 

 

Snyder, J., Forbus, R., & Ebrary, Inc. (2014). Today's business 
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