FACULTAD DE CIENCIAS ECONOMICAS, ADMINISTRATIVAS Y CONTABLES
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PROGRAMA DE ADMINISTRACION DE EMPRESAS

1. PROGRAMA DE LA ASIGNATURA — CONTENIDOS BASICOS

UNIDAD TEMAS ESTRATEGIAS Y ACTIVIDADES:
(No. y titulo) (Temas/subtemas o ASPECTOS (Lecturas, consultas,
' Contenido Tematico) METODOLOGICOS ejercicios, trabajos...)
-The students sit for the | - Teacher’s Introduction
diagnostic test to - Students’ Introduction /
diagnose how much Giving personal
they know and what information
Course Diagnostic Te_st _ they know _ _
Introduction Syllabus: Obijectives, -Syllabus presentation - Rea_dlng theISyIIabu.s.
July 18-22 methodology, -Assessment criteria - Taking the diagnostic
evaluation. presentation test.
General information - Business
and agreements: (40% Vocabulary 1
class work, 60% tests, Word list
etc.)
P Tobe -Practice workshops -Individual and group
1 about the topics taught. | work
Contacts / P A/an -Oral _and written -Rga_ding com_prehension
The global _ exercises actl\_/lty: ‘Working in a
business world k Countries and -Meaningful and foreign country’
contextualized -Grammar practice in
July 25-29 nationalities sentences . context
August 1-5 . - D|Iemma anq Decision: -Llstgnlng
P Introductions Who to interview? -Business Vocabulary 2
Numbers
-Practice workshops
2 »  Present simple about the topics taught. | - Individual and group
Téams / i ) -Oral _and written work . .
Working together affirmative exercises -Reading comprehension
» Frequency -Meaningful and activity o
August 8-12 contextualized - Grammar practice in
August 16-19 adverbs sen_tences - co_ntexp .
August 22-26 » Departments - Dilemma and Decision: | -Listening exercises -
‘A new team member’ Business Vocabulary 3

Improving English
Skills

Reading and Speaking: Wikihow Project (Finance and Business topics)

Writing: Sending an e-malil
Sending a memo

Autonomous Learning: Autonomous work revision (Checking evidences /
Web pages suggested at the end of this Syllabus)

FIRST TERM EXAM

August 22" to September 2"

-30-minute review, 90-minute test.

-Magazine article taken from the 2 latest editions of ‘Criterio Libre’ for the -next
class (Groups of 3 go to the library / Select articles / In class decide on one)
-Following class: Feed-back of the exam

3.

Companies /
Organisations
at work

September 5-9

P Present simple - Individual and group
negative work
- Grammar practice in
P Questions and -Practice workshops context
short answers -Reading comprehension
activity: ‘Look east’
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September 12-16

F Articles
P Word families

F  Company
information

-Oral and written
exercises to talk about
present tense
-Meaningful and
contextualized

sentences

- Dilemma and Decision:

Who to interview?
(‘Which Company to
buy?’

-Listening exercises
- Vocabulary 4: Office
materials

4.
Offices /
A place to work

September 19-23
September 26-30
October 3-7

P Prepositions of
place

P The imperative

P Offices

P Directions

-Practice workshops

-Meaningful and
contextualized
sentences

Speaking and written
practice

- Dilemma and Decision:

‘An Office Move’

- Individual and group
work

- Grammar practice in
context

-Reading comprehension
activity: ‘The paperless
office’

-Listening exercises
-Speaking practice:
http://www.better-
english.com/grammar.htm
-Vocabulary 5: The
fundamental elements of
accounting

Improving English
Skills

Reading and Speaking: Wikihow Project (Finance and Business topics)

Writing: Giving information about companies

Writing a note

Autonomous Learning: Autonomous work revision (Checking evidences / Web
pages suggested at the end of this Syllabus)

SECOND TERM
EXAM

October 10" to October 24"
Wikihow Project Rehearsal (Finance and Business topics)
Following class: Feedback

October 24-29
November 1-4

Mastering Skills
General Review

November 8" to November 18" (90-minute test)

FINAL EXAM Feedback

Semana Universitaria

Jornada del

Emprendimiento Oct 31 - Nov. 1
Especial Eventos | Semanadel Nov. 1 - 4

Administrador
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http://www.eslfast.com/robot/ CONVERSATIONS
http://www.englishspeak.com/es/english-lesson.cfm?lessoniD=71&displayEnglish=1 (velocidad
normal, velocidad lenta, 100 Lessons, 1000 Most Common Phrases, 1500 Most Common Words)

http://www.englishspeak.com/english-lessons.cfm (English dialogues with audios, slow and normal
speed)
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https://eia-international.org/wp-content/uploads/accounting_basicsl.pdf Accounting Basics
Vocabulary

Exercises with Vocabulary:

file:///D:/Downloads/Check%20Your%20English%20Vocabulary%20for%20Business%20and%20Admi
nistration.pdf
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Listening:
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Dictionaries:

Dictionaries of Accounting:
file:///D:/Downloads/Dictionary%200f%20Accounting.pdf  English
http://www.c21accounting.com/student/red/glossaries/spanish_glossary.pdf = Spanish

Exercises with Vocabulary:
file:///D:/Downloads/Check%20Your%20English%20Vocabulary%20for%20Business%20and%20Admi

nistration.pdf

www.wordreference.com
http://dictionary.cambridge.org/define.asp?dict=CALD&key=13295&ph=on
http://www.diccionarios.com/

http://thesaurus.reference.com/
http://financial-dictionary.thefreedictionary.com/liability
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Pronunciation:

http://www.bbc.co.uk/worldservice/learningenglish/grammar/pron/sounds/index.shtml
www.howjsay.com

Dictations:

http://www.dictationsonline.com/
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