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Spanish for the Workplace
Basic Course Information

	Course Title:
	Spanish for the Workplace

	CTE Industry Sector:
	Across

	Career Pathway:
	Across


	Course Level:
	x
	Introductory
	x
	Concentration
	x
	Capstone


	Course Number:
	2607

	CBEDS Title:
	Other, Education, child development & fam svcs

	CBEDS Number:
	4469


	Course Hours:
	One Semester of approximately 108 hours

	Prerequisites:
	None

	Evaluation:
	1.      Satisfactory participation in class discussions.

2.
Satisfactory completion of required assignments as evaluated by the instructor.

3.
Satisfactory completion of written objective and subjective examinations on assigned materials.\

	Conditions for Repetition:
	Students who have failed to satisfactorily complete the course objectives and/or competencies due to their inability to master the curriculum may, with permission, repeat the course.

	Articulation Information:
	

	Articulation Credit:
	

	High School elective Credit:
	This course is offered on a credit/non-credit basis. Upon

successful completion of this course, participants may  

earn one unit of elective credit toward the high school diploma.

	Advisory Committee Meetings:
	


Course Description

	This course is designed for those who want to communicate more effectively with their Spanish speaking clients.  Students will learn basic Spanish vocabulary and language structure used in the context of customer service.


Instructional Strategies

	Active Listening
40%

Total physical response techniques

Instructor demonstration utilizing comprehensive input

Speaking
40%

Audio and visual skills

Instructor-directed classroom dialogue

Instructor-directed pair practice

Instructor-directed  questions/answers periods

Instructor-directed class discussions

Reading
15%

Cooperative learning exercises

Individual and pair practice

Language exposure activities

Writing 
.5%


Instructional Materials

	Textbooks: Teacher supplies handouts


Career Plan:  How this Course fits into the Course Sequence 

	Sequence of Courses
	Course Level
	Primary Funding Source
	Perkins

Funded
	Total Duration

	Name of Course
	Intro.
	Concentration
	Capstone
	District/COE
	ROCP
	Yes or No
	(In hours)

	Spanish for the Workplace
	x
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	108

	· Student can add this course to any pathway.


Occupations for Identified Pathway

	Pathway occupations organized by level of education and training required for workplace entry.

(Asterisked occupations require certification or licensure.)

	Postsecondary Training

(certification and/or AA degree)
	College University

(bachelor’s degree or higher)

	· Spanish Translator
· Spanish Court Interpreter
· Spanish Medical Interpreter
	•



Course Goals

	1. Gain an understanding of the fundamental principles of interpreting/translating in Spanish.

	2. Develop foundation vocabulary necessary to carry on simple conversations (greetings, farewells, names, addresses, phone numbers, directions, money) in Spanish.

	3. Learn oral and aural language skills in the context of business interactions and customer service.

	4. Demonstrate the ability to translate written documents and oral communication from English to Spanish.

	5. Learn basic Spanish language structure.

	6. Learn how to develop a career plan and complete documentation such as a job application resume, and cover letter.


Instructional Module/Unit

	Unit 1
	Introduction
	Class Hrs.
	5
	Lab Hrs.
	



Description:

	Students gain an introduction to the course and learn class expectations.  They are introduced to the common traits exhibited by people successfully working in this field, personal qualifications, interests, aptitiudes, and knowledge of skills necessary to succeed this career pathway. Students examine the historical and economic background of this field as well as current opportunities available.  In addition students will examine the personal, professional, and educational requirements needed to meet their goals.  

	Unit 1 Competency:  Upon Completion of this unit, the student is able to:

	1. Identify the personal qualifications, interests, aptitudes, knowledge and skills of successful communication in Spanish.

	2. Demonstrate an understanding of personal, professional, and educational requirements of this career field.


	Unit 2
	Foundational Vocabulary
	Class Hrs.
	10
	Lab Hrs.
	10



Description:

	Students will be introduced to essential and practical conversational vocabulary that they can use in real-world settings.

	Unit 2 Competency:  Upon Completion of this unit, the student is able to:

	1. Greet and respond to greetings (good morning, may I help you, etc).

	2. Ask and respond to simple questions (name, address, etc.), customer service type questions, food service questions such as ordering, and grocery shopping.

	3. Request clarification or state inability to understand.

	4. Count to 100

	5. Differentiate between cardinal and ordinal numbers and use them appropriately.

	6. State the days, months and basic expressions of time.

	7. Demonstrate comprehension of common weights, measurements and sizes.

	8. Develop conversational vocabulary.


	Unit 3
	Business Conversation
	Class Hrs.
	15
	Lab Hrs.
	10



Description

	Students will cover vocabulary and conversation for various industries of business based on specific workplace requirements.

	Unit 3 Competency: Upon Completion of this unit, the student is able to:

	1. Identify oneself on the telephone or in person.

	2. Ask essential questions on hospital patient intake and release forms.

	3. Respond to requests for information about things such as directions, location of services, location of public facilities.

	4. Use the telephone to schedule, cancel or change an appointment.

	5. Request acceptable I.D and guide individual customer in the process of completing forms that require confidential information to ensure completeness and accuracy.

	6. State monetary charges, count change, respond to requests for change or claims of errors made.

	7. Give directions inside a building (3rd aisle on the left, it’s down the hall - 4th office on the right, etc).


	Unit 4
	Translation
	Class Hrs.
	15
	Lab Hrs.
	10



Description:

	Student to perform basic translation/interpretation as needed.

	Unit 4 Competency:  Upon Completion of this unit, the student is able to:

	1. Explain and answer questions about cash register receipts, company estimates or billings to a customer.

	2.Explain warranties and guarantees to a customer.

	3. Explain refund and exchange policies.

	4. Translate/explain instructions on a label (clothing, medicine) or on government funded program and care processing applications.  


	Unit 5
	Language Structure
	Class Hrs.
	38
	Lab Hrs.
	22



Description

	Students will gain an understanding of the forms Ser & Estar. 

	Unit 5 Competency: Upon Completion of this unit, the student is able to:

	1. Use imperatives correctly.

	2. Use common adjectives in proper order.

	3. Understand and be able to correctly use “por and parra” demonstratives.

	4. Use reflexive familiar verbs, direct pronouns, indirect object pronouns.

	5. Ask questions using the following interrogatives:  who, how, what, where, when.

	6. Use simple present tense in all forms.

	9. Use simple past forms of verbs commonly used  in all context.


	Unit 6
	Job Career Planning
	Class Hrs.
	10
	Lab Hrs.
	5



Description:

	Students create a sample cover letter, personal resume, completed job application, thank you letter, and list of personal references.  They develop their personal career portfolio that contains documents for getting a job as well as a career plan and selected work samples.  Students practice appropriate interviewing techniques.

	Unit 6 Competency:  Upon Completion of this unit, the student is able to:

	1. Demonstrate the ability to write a cover letter.

	2. Demonstrate the ability to complete a job application.

	3. Demonstrate the ability to write a resume.

	4. Demonstrate successful job interview skills.

	5. Successfully assemble a personal career portfolio.

	

	Totals
	Theory Hrs.
	93
	Lab Hrs.
	57
	Total Hrs.
	150


APPENDIX A:

MATRIX FOR ALL ASPECTS OF THE INDUSTRY

All Aspects of the Industry is a key element of the Carl D. Perkins Vocational and Applied Technology Education Act and the School-to Work Opportunities Act.  Both acts emphasize giving students a comprehensive perspective and range of skills across an industry.  The Perkins Act requires programs to “provide students with strong experience in and understanding of all aspects of the industry students are preparing to enter”.  The Act identifies eight aspects in particular, which are common to any business or industry. Programs receiving Perkins funds are required to include the teaching of these concepts to provide students with the skills necessary to be successful in their employment.
STRATEGIES

Below is a matrix showing the components of “All Aspects of the Industry for the name of Course.”  A list of strategies is provided for each component.
	ASPECTS
	SEQUENCE OF COURSES 

	
	Course 1:

Spanish for the Workplace

	Planning
	Discussed goals and objectives for class and how students can plan to get the most out of class.  The lesson plans utilized in the classroom included oral exercises, repeating vocabulary after teacher or tape grammar and fill-in-the-blanks.

	Management
	Exercises include oral conversations between the supervisor or manager and the employee.
. 

	Finance
	Written and oral exercises between the teller and the customer 

	Technical &

Production Skills
	Work related exercises between the teller and the customer.

	Underlying Principles

Of Technology
	How learning Spanish for the workplace is an upgrade of hob skills to enhance value to the company.

	Labor Issues
	Discussion of workers’ rights and responsibilities.

	Community Issues
	The use of videos, tapes, CD’s and DVD’s to expose the class to Spanish basic conversations in the community and how this will allow students to participate in community service projects.

	Health, Safety, &

Environmental Issues
	The use of the textbook and several exercises to learn related vocabulary and situations in daily life as they relate to health, safety and environmental issues.


Standards-Aligned Course: PLC work in progress
	Instruction Unit / Subunits
	Concepts/Skills
	Benchmarks


	Student Learning Outcomes
	Model Curriculum Standards

Mentioned = M  Reinforced = R  Taught = T
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