ГОДИШНО РАЗПРЕДЕЛЕНИЕ НА УЧЕБНОТО СЪДЪРЖАНИЕ

Secretarial 

       
	
	Unit
	Topic
	Reading
	Listening
	Speaking 
	Writing 
	Comments 

	
Book 1

	
	1
	Office supplies 
	Reading an article from a magazine (multiple choice questions)
	Listening to a conversation between a store clerk and an office worker (true/false statements); 
Completing a conversation
	Acting out a dialogue between a clerk and an office worker 
	Filling out a supply store order form 
	

	
	2
	Office furniture
	Reading an excerpt from an office furniture retailer’s catalogue (multiple choice questions)
	Listening to a conversation between a salesperson and a customer (true/false statements); 
Completing a conversation
	Acting out a dialogue between a salesperson and a customer 
	Filling out a receipt 
	

	
	3
	Reference books 
	Reading an excerpt from an employee manual (multiple choice questions) 
	Listening to a conversation between coworkers (true/false statements);
Completing a conversation 
	Acting out a dialogue between coworkers 
	Making notes on reference books in a library 
	

	
	4
	Office machinery 
	Reading an article from a business magazine (multiple choice questions) 
	Listening to a conversation between a a business owner and a sales clerk (true/false statements);
Completing a conversation 
	Acting out a dialogue between a business owner and a clerk 
	Filling out customer notes 
	

	
	5
	Office documents
	Reading a job advertisement from a website (true/false statements) 
	Listening to a conversation between a secretary and an employer (multiple choice questions);
Completing a conversation 
	Acting out a dialogue between a secretary and an employer 
	Filling out a to-do list 
	

	
	6
	Greeting visitors
	Reading an excerpt from a blog (multiple choice questions) 
	Listening to a conversation between a visitor and a receptionist (listening for specific information);
Completing a conversation 
	Acting out a dialogue between a receptionist and a visitor 
	Filling out a sign-in sheet 
	

	
	7
	Helping visitors
	Reading an e-mail (true/false statements)
	Listening to a conversation between a personal assistant and a visitor (listening for specific information);
Completing a conversation 
	Acting out a dialogue between a personal assistant and a visitor 
	Filling out notes
	

	
	8
	Office schedules 
	Reading an excerpt from an employee manual (true/false statements) 
	Listening to a conversation between two employees at a bank (true/false statements); 
Completing a conversation 
	Acting out a dialogue between two employees at a bank 
	Filling out a manual
	

	
	9
	Phone calls 
	Reading a magazine article (multiple choice questions) 
	Listening to a conversation between a secretary and a caller (true/false statements);
Completing a conversation 
	Acting out a dialogue between a a secretary and a business owner
	Filling out a message 
	

	
	10
	Qualities of a good employee 
	Reading a job advetisement from a newspaper (reading for specific information)
	Listening to a conversation between an interviewer and an applicant (listening for specific information);
Completing a conversation 

	Acting out a dialogue between an interviewer and an applicant for a job 
	Filling out interview notes 
	

	
	11
	Departments 
	Reading a brochure from a corporation (multiple choice questions) 
	Listening to a conversation between an employee and a visitor (true/false statements);
Completing a conversation 
	Acting out a dialogue between an employee and a visitor
	Filling out a message 
	

	
	12
	Answering the phone
	Reading part of a company manual (true/false statements) 
	Listening to a conversation between a caller and a secretary (true/false statements);
Completing a conversation 
	Acting out a dialogue between a caller and a secretary 
	Filling out a call log
	

	
	13
	Making appointments 
	Reading an excerpt from a blog (true/false statements) 
	Listening to a conversation between a secretary and a customer (true/false statements); 
Completing a conversation 
	Acting out a dialogue between a secretary and a business owner 
	Filling out an appointment sheet 
	

	
	14
	Business letters 
	Reading a passage from a letter writing handbook (true/false statements) 
	Listening to a conversation between a personal assistant and a supervisor  (true/false statements);
Completing a conversation 
	Acting out a dialogue between a personal assistant and a supervisor 
	Filling out a note  
	

	
	15
	Graphs and charts 
	Reading an article from a business magazine (reading for specific information) 
	Listening to a conversation between an employee and a supervisor (listening for specific information);
Completing a conversation 
	Acting out a dialogue between an employee and a supervisor 
	Filling out an employee’s notes 
	

	
Book 2 

	
	1
	Office routines
	Reading an advertisement for a secretary (reading for specific information) 
	Listening to a conversation between a worker at an emplyment agency and a job applicant (listening for specific information);
Completing a conversation
	Acting out a dialogue between a worker at an employment agency and a job applicant 
	Filling out a resume 
	

	
	2
	Quantities 
	Reading an e-mail from an employer to a personal assitant (true/false statements) 
	Listening to a conversation between an office manager and a secretary (listening for specific information); 
Completing a conversation 
	Acting out a dialogue between an office manager and a secretary
	Completing an order list
	

	
	3
	Writing invitations
	Reading a blog entry (reading for specific information) 
	Listening to a conversation between a business owner and a secretary (true/false statements);
Completing a conversation 
	Acting out a dialogue between a business owner and a secretary 
	Completing an invitation 
	

	
	4
	Making travel arrangements
	Reading an advertisement from a business magazine (multiple choice questions) 
	Listening to a conversation between a secretary and a travel agent (true/false statements);
Completing a conversation 
	Acting out a dialogue between a secretary and a travel agent 
	Filling out a booking 
	

	
	5
	Booking a hotel room
	Reading an e-mail about a hotel reservation (multiple choice questions) 
	Listening to a conversation between a personal assistant and a hotel clerk (true/false statements);
Completing a conversation 
	Acting out a dialogue between a personal assistant and a hotel clerk 
	Filling out a reservation booking 
	

	
	6
	Travel preparations 
	Reading an e-mail from a personal assitant to her boss (true/false statements) 
	Listening to a conversation between a flight passanger and an airline employee (true/false statements);
Completing a conversation 
	Acting out a dialogue between a business traveller and an airline employee 
	Filling out a boarding pass 
	

	
	7
	Filing equipment 
	Reading a store advertisement (true/false statements) 
	Listening to a conversation between a secretary and a salesperson at a stationary company (listening for specific information);
Completing a conversation 
	Acting out a dialogue between a secretary and a salesperson at a stationery company
	Filling out a receipt 
	

	
	8
	Filing systems 
	Reading a letter to a new employee (reading for specific information) 
	Listening to a conversation between a new employee and a secretary (multiple choice questions);
Completing a conversation 
	Acting out a dialogue between a new administrative assitant and an experienced secretary 
	Writing instructions about a filing system 
	

	
	9
	Record-keeping
	Reading a an excerpt from a company mannual (multiple choice questions) 
	Listening to a conversation between an assistant and an office manager (true/false statements);
Completing a conversation 
	Acting out a dialogue between an assistant and a manager 
	Filling out entries in a ledger 
	

	
	10
	Business communication 
	Reading an excerpt from a magazine article (true/false statements) 
	Listening to a conversation between two colleagues (multiple choice questions);
Completing a conversation 
	Acting out a dialogue between a secretary and an IT tech 
	Filling out notes on using a social networking site 
	

	
	11
	Using computers 
	Reading a secretary‘s blog (multiple choice questions) 
	Listening to a conversation between a customer and a sales representative (true/false statements);
Completing a conversation 
	Acting out a dialogue between a customer and a sales representative 
	Filling out a customer order 
	

	
	12
	Word processing 
	Reading an excerpt from a tutorial  (multiple choice questions) 
	Listening to a conversation between a secretary and her employer (multiple choice questions);
Completing a conversation 
	Acting out a dialogue between a secretary and her boss
	Writing specifications for a document  
	

	
	13
	Meetings
	Reading an excerpt from an employee handbook (true/false statements) 
	Listening to a conversation between an office worker and a meeting chairperson (true/false statements);
Completing a conversation 
	Acting out a dialogue between an office worker and a meeting chairperson 
	Filling out notes for a meeting 
	

	
	14
	Conferences 
	Reading an exerpt from a conference agenda (reading for specific information) 
	Listening to a conversation between a delegate and an official at a conference (listening for specific information);
Completing a conversation 
	Acting out a dialogue between a delegate and an official at a conference 
	Filling out a program for a conference 
	

	
	15
	Conference equipment 
	Reading a store advertisement (multiple choice questions) 
	Listening to a conversation between a conference organizer and a conference supplies agent (true/false statements);
Completing a conversation 
	Acting out a dialogue between a conference organizer and a conference supplies agent 
	Filling out an order form 
	

	
Book 3

	
	1
	Company activities
	Reading a memo about a company celebration (multiple choice questions) 
	Listening to a conversation between an administrative assistant and a director (true/false statements);
Completing a conversation 
	Acting out a dialogue between an administrative assistant and a director 
	Writing about the history of a company 
	

	
	2
	Administrative assistant
	Reading an online advertisement from an online recruitment site (reading for specific information) 
	Listening to a conversation between a manager and a secretary (listening for specific information); 
Completing a conversation 
	Acting out a dialogue between a manager and a secretary 
	Wrirng a letter to apply for a job as an administrative assistant 
	

	
	3
	Employment 
	Reading a job offer (true/false statements) 
	Listening to a conversation between a personal assistant and a supervisor (true/false statements);
Completing a conversation 
	Acting out a dialogue between a personal assistant and her future supervisor 
	Writing a letter offering someone employment 
	

	
	4
	Business transactions
	Reading an excerpt fro an employee manual (multiple choice questions) 
	Listening to a conversation a customer and a sales representative (multiple choice questions);
Completing a conversation 
	Acting out a dialogue between a customer and a sales representaive
	Writing an email of complaint 
	

	
	5
	Agendas 
	Reading an agenda for a business meeting (reading for specific information) 
	Listening to a conversation between a company vice president and a secretary (true/false statements);
Completing a conversation
	Acting out a dialogue between a vice president and a secretary 
	Writing a meeting agenda 
	

	
	6
	Meeting minutes 
	Reading minutes from a meeting (true/false statements) 
	Listening to a conversation between a CEO and a secretary (true/false statements);
Completing a conversation 
	Acting out a dialogue between a chief executive officer and a secretary 
	Writing an e-mail informing colleagues about a meeting 
	

	
	7
	The mail
	Reading an interoffice memo about handling mail (multiple choice questions) 
	Listening to a conversation between a manager and a secretary (true/false statements);
Completing a conversation 
	Acting out a dialogue between a manager and a secretary
	Writing a note explaining errors and how to correct them  
	

	
	8
	Official letters 
	Reading an email (true/false statements) 
	Listening to a conversation between a secretary and a supervisor (multiple choice questions);
Completing a conversation 
	Acting out a a secretary and a supervisor 
	Writing a letter offering  someone a job 
	

	
	9
	Telecommunications
	Reading an excerpt from an employee manual (true/false statements) 
	Listening to a conversation between a secretary and an administrator (multiple choice questions);
Completing a conversation 
	Acting out a dialogue between a secretary and an administrator 
	Writing an incident report about a customer compaint 
	

	
	10
	Business abbreviations 
	Reading a blog entry about business abbreviations (true/false statements) 
	Listening to a conversation between a secretary and a supervisor (true/false statements);
Completing a conversation 
	Acting out a dialogue between a secretary and a supervisor 
	Writing a letter asking  a company to deliver on time 
	 

	
	11
	Money 
	Reading an article on exchanging money for a business trip (true/false statements) 
	Listening to a conversation between a personal assistant and a bank teller (true/false statements);
Completing a conversation 
	Acting out a dialogue between a personal assistant and a bank teller 
	Writing notes about local currency and exchange rates 
	

	
	12
	Banking  
	Reading an email to a new secretary (multiple choice questions) 
	Listening to a conversation between a secretary and a bank teller (true/false statements);
Completing a conversation 
	Acting out a dialogue between a secretary and a bank teller  
	Writing a letter on how to make a deposit 
	

	
	13
	Wages  
	Reading an excerpt from an employee manual (true/false statements) 
	Listening to a conversation between a secretary and a member of a payroll staff (multiple choice questions);
Completing a conversation 
	Acting out a dialogue between a new employee and a member of a payroll staff 
	Writing a message to one’s payrol department asking for an advance 
	

	
	14
	Bookkeeping 
	Reading an article from a magazine (multiple choice questions) 
	Listening to a conversation between a manager and a secretary (true/false statements);
Completing a conversation 
	Acting out a dialogue between a manager and a secretary 
	Writing a letter describing bookkeeping duties 
	

	
	15
	Request for payment 
	Reading a letter (multiple choice questions) 
	Listening to a conversation customer and an administrative assistant (true/false statements);
Completing a conversation 
	Acting out a dialogue between a business owner and an administrative assistant 
	Writing a letter to a client who has an outstanding balance 
	


 
