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(3) MODULE TITLE: COMMUNICATE IN THE WORKPLACE

Module Descriptor: /t covers the knowledge, skills and attitudes (KSA) required to communicate
in the workplace.
It specially includes communicating with co-workers, engaging in telephone conversations,

communicating on digital platforms and networking and interacting in official settings.

Learning outcomes:

i Communicate with Co-workers
ii. ~ Engage in Telephone Conversations
(. Communicate on Digital Platforms

iv. Network and Interact in Official Setting

Assessment Criteria:

1) Professional communication is 8) Messages are composed appropriately for
interpreted; the platforms;

2) Words and phrases related to 9) Abbreviations and emojis are used
professional communication are used; appropriately in different contexts,

3) Communication with co-workers is 10) Communication through online meeting
practised; apps is practised;

4) Official documents are prepared as per 11) Words and phrases for digital
workplace standards. communication are used.

5) Telephone conversation skills are shown; 12) The concept of networking is interpreted;

6) Words and phrases for telephone 13) Formal languages are used according to
conversations are used. workplace standards;

7) Digital communication platforms are 14) Interaction with fellow professionals is
identified; performed.
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1. COMMUNICATE WITH CO-WORKERS

Learning Outcome

At the end of this session, the learner will be able to communicate effectively with co-workers as per
competency standard using appropriate professional language, phrases, and workplace documents.

1.1/ Information Sheet

PROFESSIONAL COMMUNICATION IS INTERPRETED

Professional communication means understanding how to exchange information correctly in workplace
situations. When you work with others, you need to know what type of communication to use and when
to use it. This section explains the 9 types of professional communication you will use every day at work.

1. Talking About a Job

Talking about a job means sharing information about your duties, schedule, and responsibilities. This
helps co-workers understand each other's roles and work together smoothly.

When to use: A new worker asks about tasks, a supervisor checks progress, or you need help and must
explain what you are doing.

Example: "My job is to check fabric quality. | work from 8 am to 5 pm in the finishing section."

2. Giving Instructions

Giving instructions means telling someone how to complete a task correctly. Good instructions are clear,
simple, and step-by-step. Always check if the person understood.

When to use: Training a new employee, showing how to use equipment, explaining safety procedures, or
delegating tasks.

Example: "First, switch on the machine. Wait for the green light. Then place the material here. Don't
forget to wear gloves."

3. Checking Understanding
Checking understanding means confirming that the other person received your message correctly. Asking
questions helps prevent mistakes and accidents.

When to use: After giving important instructions, explaining new policies, during training, or when
someone looks confused.

Example: "Do you understand how to do it? Is everything clear? Can you tell me what you will do first?"

Module: Communicate in the Workplace




4. Making Suggestions
Making suggestions means offering ideas to improve work or solve problems. A good suggestion is
polite, practical, and focused on helping the team.

When to use: When you see a better way to do something, the team faces a problem, or your supervisor
asks for ideas.

Example: "Why don't we organize the tools by size? It will save time when we need them."

5. Argumentation (Agree and Disagree)
Argumentation means expressing agreement or disagreement professionally. It is sharing your opinion
while respecting others. Always give reasons for your view.

When to use: During team meetings, discussing work plans, choosing between options, or giving
feedback.

Example - Agree: "l agree with you. That's a good point."
Example - Disagree: "l see it differently. | disagree because the night shift is difficult for many workers."

6. Negotiation (Persuade)

Negotiation means discussing with others to reach an agreement that works for everyone. It involves
listening, offering ideas, and sometimes compromising.

When to use: Requesting time off, dividing tasks, discussing deadlines, or solving schedule conflicts.

Example: "If you take my Monday shift, | will take your Tuesday shift. This helps both of us."

7. Collaboration
Collaboration means working together with others toward a common goal. When you collaborate, you
share ideas, help each other, and combine efforts.

When to use: Working on team projects, helping a struggling co-worker, sharing resources, or meeting
team targets.

Example: "Let's work together. Three of us can pack, and two can check quality. We will finish faster."

Module: Communicate in the Workplace




8. Discussing Advantages and Disadvantages
Every decision has good sides and bad sides. Discussing both helps teams make better choices and avoid
problems later.

When to use: Choosing between options, planning changes, introducing new methods, or making team
decisions.

Example: "One advantage is we will work faster. The disadvantage is the high cost of new equipment."

9. Apology
Apology means saying sorry when you make a mistake. A sincere apology maintains trust and good
relationships. Accept responsibility and show you will improve.

When to use: When you make a mistake, cause inconvenience, forget something, or affect a co-worker
negatively.

Example: "I'm sorry for coming late. It was my fault. It will not happen again."

SUMMARY TABLE

# | Type of Communication When to Use

1 | Talking about a job Explain your work, duties, and responsibilities

2 | Giving instructions Teach or direct someone how to do something
3 | Checking understanding Make sure your message was received correctly
4 | Making suggestions Offer ideas to improve work or solve problems
5 | Argumentation Agree or disagree professionally with reasons

6 | Negotiation Reach agreements that benefit everyone

7 | Collaboration Work together as a team toward common goals
8 | Discussing advantages/disadvantages Make decisions by weighing good and bad sides
9 | Apology Say sorry and take responsibility for mistakes
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WORDS AND PHRASES RELATED TO PROFESSIONAL COMMUNICATION ARE USED

1. Giving Instructions

# | Phrase Complete Example IRET 99"

1 | Please do... Please do sign here. STT FF I 2 Tl |

2 | Don't forget to... Don't forget to lock the door. | J@ JTAEF WFI| TF FA©|

3 | You should... You should wear gloves. AT Sfte gros 7

4 | It's important to... It's important to check quality. @I (6F FIT SFF

5 | Start by... Start by cleaning the machine. @PE AT @ 8F FFA

6 | Follow these steps... | Follow these steps to operate. | 9% STASTAT AHIT FFA LITT Tl |

7 | Be sure to... Be sure to wear ID card. MY FTE T30 GNEA ATl

2. Checking Understanding

# | Phrase Complete Example IRAT ™

8 | Do you understand? Do you understand the task? arfar & FTS0T Jrarwea?

9 | Isthat clear? Is that clear to you? A%T & T FIw

10 | Can you repeat what you Can you repeat what you HAf [T R ©F AFH
understand? understand? ELGL

11 | Do you have any questions? Do you have any questions now? | 33 (FTET TT AR?

3. Making Suggestions

# | Phrase Complete Example RAT AT

12 | How about we...? How about we take a AT & asf fafs faxe

break?

13 | I suggest we...

| suggest we start early.

T

JATT TN 2T AHIT SIGTOIG BF

14 | Why don't we...?

Why don’t we ask Rina?
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15 | We could try... We could try a new way. AT AFOT A9 SRR FaC0 MfFI
16 | | recommend that I reccommend that we wait. | ST F© (T SAHIT ACTHT FS1
we...
17 | Maybe we should... Maybe we should call him. | ST AT OIF &1 FT Sfow|
18 | Why not...? Why not finish today? (&4 3ArS CTN FIT ATEF 412
4. Argumentation
# | Phrase Complete Example JRAT AW
19 | | agree with... | agree with you. S AT S AFHo |
20 | I don't agree with... | | don't agree with this plan. Sf3r 2% AT MY AT A2
21 | You're right. You're right. rfe B+ Il
22 | | completely agree. | | completely agree. N AT Aol
23 | That's a good point. | That's a good point. FAToT B3|
24 | | see it differently. | see it differently. afar sraveTE iy
25 | | disagree because... | | disagree because it's late. | 3T F1F¥ 7% FTI (7 2@ (= |
5. Negotiation
# | Phrase Complete Example IRHAT A0
26 | Let'sfind a Let's find a solution together. | STAIT AFNY AFBT THHT (3T FJ
solution...
27 | If you..., | will... If you help me today, I will help swr=ifer fer s S SRRy
you tomorrow. FE, SAFH ASTHFE APAE 2 FAF|
28 | Canwe Can we compromise on the AT 5 ST for@ et s3te T
compromise on...? | time?
29 | What works for What works for you? JATATT ST (FTAOT SILTHAF?
you?
30 | How about this How about this option - we AR IATTTACT (T TH - SR F1S SIS

option...?

share the work?

fa3?
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6. Collaboration

# | Phrase Complete Example JRAT A0

31 | Let's work together on this. | Let's work together on this. | BTFT AFHTY FT5 31

32 | I'm happy to help with that. | I'm happy to help with that. | ST STy F30e (7T Y1 271

33 | I'll assist with... I'll assist with packing. 3 =31fs-a SRy F391

34 | We can do this as a team. We can do this as a team. 3T o RenE ab1 3@ M

35 | Let's combine our efforts. Let's combine our efforts. BT AN AGRT AF FI1

7. Discussing Advantages and Disadvantages

# | Phrase Complete Example IRAT I

36 | One benefit is... One benéefit is time saving. AFBT SYFIYT T ST G |

37 | The good thing is... | The good thing is it's easy. ST % 2T 9571 W29

38 | This helps us by... This helps us by reducing BT AT SIS F(F QT S
mistakes. TENCT |

39 | The disadvantage The disadvantage is extra cost. SOfIHT 2T SIfefie ¥FE |

is...

40 | On the other hand... | On the other hand, it takes time. Ao, At© I AT

8. Apology

# | Phrase Complete Example JRET AW

41 | I'm sorry for... I'm sorry for the delay. af37 ovay aufer gafars |

42 | | apologise for... | apologise for the mistake. QU1 STy aNf3r Fa7 6131

43 | Please accept my apologies. Please accept my apologies. LR P AATT FHAST AT

FFAI

44 | It was my fault. It was my fault. ABT AT G foaeA |

45 | I'll make sure it doesn't happen | I'll make sure it doesn't happen ity faffee 33 abrar
again. again.
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CO-WORKERS

In any workplace, you interact with different types of people. Understanding who you are communicating
with helps you choose the right words and behavior.

Colleagues are people at the same level as you. You work with them daily, share tasks, and help each
other. Communication with colleagues is usually friendly and informal, but still professional.

Seniors are people above you in position. This includes supervisors, team leaders, and managers. When
talking to seniors, use respectful language. Listen carefully and follow their instructions. They have more
experience and authority.

Juniors are people below you in position. This includes new workers, trainees, or assistants. When talking
to juniors, be patient and clear. Give instructions politely. Help them learn and grow. Treat them with

respect, not superiority.

Knowing the difference helps you adjust your communication. You may use casual words with colleagues
but formal words with seniors. You may give orders to juniors? No. You guide them politely.

OFFICIAL DOCUMENTS

Official documents are written materials used in workplaces. They help record information, share updates,
and maintain standards.

Forms are printed or digital papers with blank spaces. You fill them with information. Examples: leave
application form, employee information form.

Formats are fixed layouts or templates. You follow the same structure every time. Examples: report
format, meeting minutes format.

Checklists are lists of items to check or tasks to complete. They help you remember everything. Examples:
safety checklist, maintenance checklist.

Memos are short internal messages. They share information within the organization. Examples: memo
about new policy, memo about meeting schedule.

Notes are short written records. You write notes during meetings or conversations. Examples: meeting
notes, training notes.

Notices are public announcements. They are displayed on notice boards or sent to everyone. Examples:
holiday notice, deadline notice, warning notice.

Understanding these documents helps you read and write correctly at work. Each document has a specific
purpose and format.
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1.2/ Self Check : Communicate with Co-workers

1. Talk about why professional communication is important in an organization. { 93 afe91E
CPTTR (TS () SR © T | )

English Answer:

Professional communication is important because it helps people work properly.
It helps us understand instructions clearly and avoid mistakes.

Good communication creates teamwork and a good working environment.
JRAT AGAT:

CPITE (AT ST FTE A NAAE AEFOE F16 FA0© TR FE|

AT© TS FVET HREESTE ([T AT 933 T 3 2T

SIETT (TS TeTsTe B8 3 BIET FHAAE (ofF 3 |

2. Demonstrate and talk about appropriate words and phrases for professional communication at
the workplace. { "FHAEFE CTIIF DSTRTE W@‘ﬁﬂ@ & AF2 FIFRASE] T FPa T2 (T T
ST FFF 1" )

Demonstration:
"l suggest we take a break. Do you understand? Let's work together. I'm sorry for the mistake."

Explanation:
"We use these phrases to give instructions, check understanding, and show respect. This helps us work
better as a team."

e
"I suggest FfF AT break {1 Ir=ife fF FRTRA? SEAT AT F18 FfH | QT &y I'm sorry "

ENE KB
"SI 92 phrases TIE F @& fare, (@R e FA@ 93% respect (W@ | T® team RROTE F1S S
="

3. Which of the following is a correct phrase used by a individual for giving clear instructions in
professional English communication?
C) Is that clear?
A) | suggest we... D) The disadvantage is...
B) Follow these steps... v/

4. Why is professional communication important for a person when talking about jobs, giving
instructions, and collaborating with employers? {FT&F F1 Fe71F, fIT (M3ITF 97 ADEIFSF ST
SIRATSTST PHF TN AP T @ A (TS (FISTIETET (Pey é’iﬁ"[f‘f? }

Answer: Professional communication is important because it helps a person express their skills clearly and
politely. Good communication improves understanding, teamwork, and confidence. It also helps students
perform well in interviews and workplace tasks, which leads to better career opportunities.
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CPTTE (TS 3 F1R 6 AFTAE ©1F TFe] ™8 932 SUSNF FFTT FA© AR FE | STET QTS
@RS, TS FT81 932 AT oFe 3@ | 6 FFE 2TEGS 32 FHFEAF IS S FAF ST (7F, 1
SIET FHEIE FEFAT (ofd I |

5. Who are identified in workplaces as team members in English professional communication

activities? { 3@ (*PTIST® @A FAEE FHIE FIGAE@ TAT S0 RNE fofFe Fa1737 )

Answer : Team members include coach or mentor, supervisor or manager, peers or colleagues, and
employee representatives.

TR AR FES (FT6 T (FA6F, SPNTSRON I MO, T2 A1 F2HAg 932 FHGIAT ASfA&a1 sog e
A |

6. What phrase is mainly used to give instructions in English communication?

A. How about we try again? C. | agree with your idea.
B. Please do the task carefully. v/ D. I'm sorry for the delay.

7. Which phrase is used to check whether the listener has understood the instruction?

A. Follow these steps... C. Is that clear? v/
B. Why don't we...? D. | completely agree.

8.What phrase is used to express agreement during a discussion?

A. | see it differently. C. You're right v/
B. | disagree because... D. Do you have any questions?

9. Which of the following phrases is mainly used in English communication for
making suggestions to solve an issue or difficulty?

A. Do it now D. 1 don't care
B. The best solution is to talk to her v
C. This is your problem

10. Which sentence supports teamwork at work?

C. This is not my job
A. I will do it alone D. Do it yourself
B. Let's work together on this ¢

11. Which phrase politely apologizes for replying late to online communication?
C. Reply fast

A. Late reply D. Sorry for the delay v/

B. I was busy
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12. Which of the following phrases is used in English communication to advise someone about
treatment?

A. Take rest D. Sleep early
B. You should see a doctor ¢/
C. Go home

13. Why is professional communication important for a person when talking about jobs, giving
instructions, and collaborating with employers? ( F15d F1 I, AT (M3IF 932 [TFSFSTOT [GT
TRRIIST FAE T T8 HIGF S T FNIT (F SFFIA? )

Answer:

Professional communication is important because it helps a person express their skills clearly and politely.
Good communication improves understanding, teamwork, and confidence. It also helps students perform
well in interviews and workplace tasks, which leads to better career opportunities.

CPTTE (TS S FTR 6 IFOAE ©TF TFo] ™8 932 SUSNF FFTT FA© AR FE | STET (TS
@RS, TS F81 932 AT oFe 3@ | 6 FHE 2TEMGS 932 FHFEAI IS S FAF ST (7T, I
SIET FEIF FEE] tofd FE |

14. Talk about the types of official documents are used in the workplace.

Answer:
1. Forms
2. Formats
3. Checklists
4. Memos
5. Notes
6. Notices
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1.3/Task Sheet : Communicate with Co-workers

Demonstration Task 1

Module: English for Work, Level 2
Element: Communicate with Co-workers
Task Type: Individual Demonstration

Task Instructions
You have to demonstrate and talk about polite and formal expressions used in professional
communication.

Your demonstration must cover ALL 9 situations below:

SL Situation

1 Talking about your job

2 Giving instructions to someone

3 Checking if someone understood you

4 Making a suggestion

5 Agreeing with someone and Disagreeing politely
6 Negotiating (persuading) a co-worker

7 Collaborating (working together)

8 Discussing one advantage and one disadvantage
9 Apologizing for a mistake

What You Need to Do

Step 1: For each situation, say ONE polite/formal expression.

Step 2: After demonstrating all expressions, explain in 2-3 sentences why we use polite expressions at
work.
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Sample Expressions (Use these or your own)

Situation

Expression You Can Use

Talking about job

"l work in the finishing section. My job is to check quality."

Giving instructions

"Please wear safety gloves before starting work."

Checking understanding

"Do you understand the process?"

Making suggestion

"l suggest we take a short break now."

Agreeing "l agree with you. That's a good point."
Disagreeing "| see it differently. The cost might be high."
Negotiation “If you help me today, | will help you tomorrow."

Collaboration

"Let's work together on this task."

Advantage

"One benefit is we can finish early."

Disadvantage

"The disadvantage is extra time."

Apology

"l apologise for the mistake."

Explanation Part (After Demonstration)

Say something like:

"We use polite expressions at work to show respect to co-workers. It helps us work as a team and avoids
misunderstandings. Good communication creates a friendly workplace.”
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Demonstration Task 2

Question:
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Demonstrate and explain how official documents are prepared according to workplace rules.
(OFFICIAL DOCUMENTS = FORMS, NOTICE, CHECKLISTS, MEMOS, NOTES)

ANSWER

Part 1: Demonstration (Showing)

| will demonstrate how to prepare each type of official document.

1. FORM

“This is a Leave Application Form. I will fill it out correctly.”

Field

How to Fill

Employee Name

Rahim Mia

Employee ID EMP-2025-089
Department Production

Leave Type Sick Leave

From Date 05 March 2026

To Date 07 March 2026

Total Days 3 days

Reason Fever and doctor's advice
Contact Number OT7XXXXXXXX

Signature Rahim Mia

“I have filled all required fields. | checked that dates are correct. | signed at the bottom. Forms must be

complete and clear."
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2. NOTICE

"This is a Notice for all employees. | will write it properly."
NOTICE

Subject: Office Closed on 17 March

Date: 10 March 2026

This is to inform all employees that the office will remain closed on 17 March 2026 on occasion of
National Day.

Regular work will resume on 18 March.
Thank you for your cooperation.
Sd/-

Human Resources Department
ABC Garments

"A notice must have: subject, date, clear message, who issued it, and proper formatting."

3. CHECKLIST

"“This is a Daily Safety Checklist. | will show how to use it."

DAILY SAFETY CHECKLIST - PRODUCTION FLOOR

SL | Item Status | Remarks

1 | Fire extinguisher in place v OK

Emergency exit clear v OK

First aid kit complete v OK

Machines properly guarded v OK

2
3
4 | All workers wearing safety gear | v OK
5
6

Floor clean and dry v OK

Checked by: Rahim Mia
Date: 04 March 2026
Time: 9:00 AM

"A checklist helps us remember everything. Each item must be checked and signed."
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4. MEMO
"This is an internal Memo for staff."

MEMORANDUM

TO: All Staff

FROM: HR Department

DATE: 04 March 2026

SUBJECT: New Attendance Policy

Please note that from 01 April 2026, all
employees must use the new biometric
attendance system.

Late arrival beyond 15 minutes will be recorded
as half-day leave.

For any questions, please contact HR.
Regards,

Fatema Begum
HR Manager

"A memo has: TO, FROM, DATE, SUBJECT, and
clear message. It is for internal communication.'

Explanation (Talking)

5. NOTES

"These are Meeting Notes | took during a team
meeting."

MEETING NOTES

Date: 04 March 2026

Time: 10:00 AM

Attendees: Rahim, Karim, Fatema, Sharmin
Topic: Production Target Discussion

Key Points:

Monthly target increased by 15%
New machine arriving next week
Training scheduled for 10 March
Overtime approved for urgent orders

Action Items:

Rahim: Update production schedule
Karim: Arrange training room
Fatema: Inform all workers

Next meeting: 11 March 2026

"Notes must include: date, attendees, key points,
action items. They help us remember what was
decided."

Question: Why do we prepare official documents properly?

Answer:

"We prepare official documents properly for five reasons.

Forms keep records of employee information and requests.

Notices share important information with everyone clearly.

Checklists prevent mistakes and ensure safety.
Memos communicate internally in a formal way.

Notes help us remember meeting discussions and action

items.

Module: Communicate in the Workplace




20

2. ENGAGE IN TELEPHONE CONVERSATIONS

Learning Outcome

At the end of this session, the learner will be able to engage in telephone conversations effectively as per
competency standard using appropriate telephone etiquette, words, and phrases.

2.1/ Information Sheet

Introduction

Telephone conversations are an essential part of workplace communication. In many jobs, you need to
answer calls, speak with clients, take messages, and make arrangements over the phone. Unlike face-to-
face communication, telephone conversations rely only on your voice. Therefore, using the right words
and phrases is very important. This information sheet will help you understand the skills needed for
telephone conversations and provide you with the exact phrases to use in different situations.

TELEPHONE CONVERSATION SKILLS

Telephone conversation skills mean knowing how to handle a call from start to finish. Every phone call has
four main stages. Understanding these stages helps you communicate professionally and confidently.

1. Greetings

Every telephone call begins with a greeting. The greeting sets the tone for the entire conversation. A
proper greeting tells the caller that they have reached the right place and that you are ready to help. In
the workplace, greetings should be clear, polite, and professional.

When you answer the phone, you should identify yourself and your company. This helps the caller know
they have reached the correct department or person. For example, saying "Good morning, ABC Company,
Fatema speaking" immediately tells the caller who you are and where you work. When you are the one
making the call, you should also greet the person who answers and introduce yourself. For example,
"Hello, this is Rahim from RFL. May | speak with Mr. Karim please?" A good greeting creates a positive first
impression. It shows that you are professional and respectful of the caller's time.

2. Purpose of Call

After greetings, the next skill is stating or understanding the purpose of the call. Every call has a reason.
You may be calling to ask for information, make a request, or discuss something important. When you are
the caller, you should clearly state why you are calling. When you are the receiver, you should listen
carefully to understand the caller's need.

Stating the purpose clearly saves time and avoids confusion. For example, instead of saying "l wanted to
talk about something," you should say "I'm calling to confirm the delivery schedule for tomorrow." This
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gives the other person clear information about what you need. If you are receiving the call, you should
listen and then respond appropriately. You might need to ask questions to understand the purpose
better. For example, "How can | help you today?" or "What would you like to know about our services?"
Understanding the purpose of the call helps you move the conversation forward in the right direction. It
ensures that both parties are talking about the same thing and working toward the same goal.

3. Leaving a Message

Sometimes the person you want to speak with is not available. In this situation, you need to leave a
message. Leaving a message means giving information so that the person can call you back or know why
you called. This is a very common workplace skill.

When leaving a message, you should include your name, your company name, the reason for your call,
your contact number, and the best time to reach you. For example: "This is Sharmin from Square
Pharmaceuticals. I'm calling about the pending invoice. Could you please ask Mr. Kamal to call me back at
0T7XXXXXXXX? Thank you." If you are the one taking a message, you should write down all the details
carefully. Always confirm the information by repeating it back. For example: "Let me confirm. Your name is
Sharmin from Square Pharmaceuticals. You are calling about the invoice. Your number is 017XXXXXXXX. Is
that correct?" Taking accurate messages is very important. A wrong message can cause delays,
misunderstandings, and problems at work.

4. Closing
Every telephone call needs a proper closing. Closing means ending the conversation politely. A good

closing leaves a positive impression and shows professionalism.

Before closing, make sure that all important points have been discussed. You can summarize what was
agreed upon. For example: "So, we have confirmed that the delivery will be on Friday at 10 AM. Thank you
for your help." Then, use a polite closing phrase. For example: "Thank you for your time. Goodbye." or "It
was nice speaking with you. Have a great day." Wait for the other person to hang up first, or end the call
politely without rushing. A rushed or abrupt ending can seem rude.

WORDS AND PHRASES FOR TELEPHONE CONVERSATIONS

1. Answering the Phone

Phrase When to Use When to Use (Bangla)
Hello, [Your Name] speaking. When answering a direct call to J AN fAEd R
your extension SRS (&1 ST

Good morning/afternoon, this is [Your Professional way to answer, inviting | CTTMIS S (BT &4, caller
Name]. How can | help you? the caller to state their need (F OIF I Fe1(e (W37

Thank you for calling [Your Company]. When answering a general office ST ST TRE (T
line 919 Y
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Hello, may | speak to [Name], please?

When you are the caller asking to

e IAF caller TF F1F3

speak with someone ST T T09 b1
This is [Your Name] from [Company]. When you are the caller introducing | S T3 caller 2 fosid
yourself AHET fur

2. Introducing Yourself ( fa3 #3537 3313 9T )

Phrase

When to Use

When to Use (Bangla)

Hi, this is [Your Name] from [Company].

Simple, friendly

introduction

2 3 IR AIET

Good morning, this is [Your Name]

speaking.

Formal introduction

APIAFSIF HET (7337

I'm [Your Name] and | wanted to talk

about...

Introduction with purpose

3. Asking for Information (S7 5T3TTT NAX)

Phrase When to Use When to Use (Bangla)
Can you tell me more about...? When you need additional details | I 9l© q& ST HEO 2
Can you clarify that for me? When something is not clear e % AREE @RI N

I'd like some information on...

Polite way to request information

TUSTE O 518 a7y

Could you explain that again, please?

When you did not understand

T FYFIT JI© AN

Would you repeat that?

Simple request for repetition

SRS SIS W2S ST

4. Making Requests (SI[(IT¥ FI19 NAJ)

Phrase

When to Use

When to Use (Bangla)

Could you please...?

Polite way to ask for help

TUSTE TR CI8TF OFF

Could you help me with...?

When you need assistance

YA RSO TF IS Y

Please let me know if you can...

Asking for confirmation

5. Confirming Details (37 faffs® $313 591W)

Phrase

When to Use

When to Use (Bangla)

Let me confirm your details.

Before repeating back information

O JAFJfS FAF ST

Just to confirm, you said...?

To double-check what was said

T BE®RS O AT (5 FHH 9y
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6. Handling Being Put on Hold (&T9 (RTTS (M3TT/(A3TTT WAN)

Phrase

When to Use

When to Use (Bangla)

Please hold on for a moment.

When putting caller on
hold

caller (F QT (M3TTF A=Y

Let me transfer you to someone who can

help.

When transferring a call

T

7. Taking a Message ((TT%7 ((T3WTF AAN)

Phrase

When to Use

When to Use (Bangla)

Can you leave a message for [Name]?

leave a message

Asking if caller wants to

IR

Can | have your contact details for [Name]?

Asking for caller's

information

8. Making Arrangements (FrfB: 7 v ferefraters =)

Phrase

When to Use

When to Use (Bangla)

Let's schedule a meeting for...

When proposing a meeting time

e @T TN 9T ST TN

When are you available/free?

When asking about availability

FIFS ST ST Te® B8 S

9. Ending the Call (FT9 (¥ FIT1F JAH)

Phrase When to Use When to Use (Bangla)
Thank you for your time. Showing appreciation AT (MBTTT Sief§ HATq0 ST
It was nice speaking with you. Friendly way to end JFZITISTE (BT O FAT

Thanks for calling, have a great

day.

When ending a call you

received

A (T (@ TACS ©F CT¥ FE
RER

Goodbye, and take care.

Warm professional closing

T 8 ARAFeIF AWy
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2.2/ Self Check : Engage in Telephone Conversations

1. What phrase is mainly used to introduce yourself during a telephone conversation?

( (BT FT F1F T3Y I ST FET e @ 0 5970 23?)

A. Hi, this is [Your Name] from [Company] v C. Goodbye, and take care
B. Thank you for calling [Your Company] D. Would you repeat that?

2. What phrase is mainly used to request more details during a telephone conversation?
( (G FEFTFAET TNT @] [TIFO T bR THH6 (FF FRT TI90 337)

A) Let me confirm your details C) Please hold on
B) Can you tell me more about...? v D) Goodbye, take care

3. What are the four core telephone conversation skills?

( GIT=TE FRTFIET TR 7 wFel i F1?)

Answer: The four core telephone conversation skills are:
Greetings 3. Leaving a message
Purpose of call 4. Closing

4. Why is stating the purpose of call important in telephone communication?
( (BFT=IE ARG (F@ F FAF ST A (T SFFI(? )

Answer: Stating the purpose of call is important because it shows respect for the caller's time, makes
communication efficient, and ensures the conversation stays focused on the main business matter.

5. What are the key components an individual can use to make a telephone conversation effective?
1316 BRI FETENT FRET FAF S 970 S I F1 SFFIHT ST HITF FI© M7

Answer :
The key components an individual can use to make a telephone conversation effective are polite greeting,
clear purpose, clear speaking, active listening, and proper closing.

1316 BRI FETENT FRET FAF S SUSIE BE= SAE], FNF ST AETEESNS T, BSOS FI 7],
AT G CTAT 93 BUSTR FRITHNA (T FAT S ST |
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2.3/ Task Sheet : Engage in Telephone Conversations

Demonstration Task

Question:

( VERSION 1 ) : Demonstrate a telephone conversation in a workplace situation following the
rules of professional telephone communication using appropriate words and phrases.

ANSWER
( VERSION 1 ) : Scenario:

You are Rahim, calling Shanta Garments to speak with Mr. Karim about a pending payment.

Conversation:

Receiver: "Good morning, Shanta Garments. How can | help you?"
(Answering the Phone)

Rahim: "Good morning, this is Rahim from RFL. May | speak to Mr. Karim, please?"
(Introducing Yourself + Purpose of call)

Receiver: "I'm sorry, Mr. Karim is in a meeting right now. Can you leave a message?"
(Taking a Message - initiated by receiver)

Rahim: "Yes, please. Can you tell him | called about the pending payment? And could you please ask him
to call me back?"
(Leaving a Message + Making Requests)

Receiver: "Sure. Let me confirm your details. Your name is Rahim from RFL. You called about pending
payment. And your number?"

(Confirming Details)

Rahim: "My number is 077XXXXXXXX."

Receiver: "Thank you. I'll give him the message.”

Rahim: "Thank you for your time. Goodbye."
(Ending the Call)

Receiver: "Goodbye."
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Question:

( VERSION 2 ) : Demonstrate a telephone conversation in a workplace situation following the
rules of professional telephone communication using appropriate words and phrases.

ANSWER
( VERSION 2 ) : Scenario:

Customer calling to ask about product delivery time

Conversation:
Receiver: "Good morning, ABC Logistics. How can | help you?"
(Answering the Phone)

Customer: "Good morning, this is Rahim. I'm calling to check about my product delivery time."
(Introducing Yourself + Purpose of call)

Receiver: "Sure. Can | have your order number, please?"

Customer: "Yes, my order number is 12345. Can you tell me when it will arrive?"
(Asking for Information)

Receiver: "Let me check. Your product will be delivered tomorrow afternoon."

Customer: "Just to confirm, tomorrow afternoon around 3 PM?"
(Confirming Details)

Receiver: "Yes, that's correct."

Customer: "Thank you for your help. Goodbye."
(Ending the Call)

Receiver: "You're welcome. Goodbye."
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3. COMMUNICATE ON DIGITAL PLATFORMS

Learning Outcome: At the end of this session, the learner will be able to communicate effectively on digital
platforms as per competency standard by identifying platforms, composing appropriate messages, using
abbreviations and emojis correctly, practicing online meeting communication, and applying professional

digital phrases.

3.1/ Information Sheet

Introduction
In today's workplace, we use many digital tools to communicate. You may send a quick message, email a
client, or join a video meeting. Each platform has its own rules. Understanding how to use them correctly

helps you communicate well. This sheet explains different digital platforms, how to write messages, and
how to join online meetings.

DIGITAL COMMUNICATION PLATFORMS

Three main platforms are used in workplaces.

1. Social Networking Sites
Websites and apps where people connect and share.

Examples: LinkedIn, Facebook, Twitter
Uses: Professional networking, company updates, industry news, private groups.
Remember: Keep profile professional, think before posting, follow company rules.

2. Messaging Apps
Apps for quick, real-time chatting with team members.

Examples: WhatsApp, Slack, Microsoft Teams, Messenger
Uses: Quick questions, urgent updates, team coordination, file sharing.
Remember: Be polite, reply on time, keep messages short, use work-appropriate language.

3. Email
Formal way to communicate for official messages and records.
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Examples: Gmail, Outlook, company email

Uses: Writing to clients, sending reports, official requests, manager communication.

Remember: Clear subject line, proper greeting, check spelling, add signature, reply within 1-2 days.

APPROPRIATE MESSAGE COMPOSITION FOR DIFFERENT PLATFORMS

1. Short Message
Brief texts through messaging apps. Quick and
to the point.

Examples:

"Hi Rina, do you have the sales report?"
"Meeting at 2 PM today. Can you attend?"

"FYI, deadline is Friday. Let me know if you need
anything."

"Agenda is TBD. | will update you."

2. E-mail
Formal messages with proper structure.

Parts of an Email:

Subject: A short summary of your email
Greeting: Dear Mr./Ms., or Hi (for colleagues)
Body: Your main message

Closing: Thank you, Best regards, etc.
Signature: Your name, job, company, phone

Examples:

Subject: Request for Catalog

Email Structure Diagram

Correct Email Layout:

To: recipient@example.com
Cc: colleaguelexample.com
Bcc: manager@example.com
Subject: Project Update

Dear [Name],

[Introduction / Purpose of email]
[Details / Body of email]
[Action items / Attachments]

Best regards,
[Your Name]
[Your Position]
[Company Name]

Dear Mr. Khan, Could you send your product catalog by Friday? Thank you. Best regards, Rahim

Subject: Project Update

Dear Team, PFA revised timeline. Share feedback by EOD Friday. Meeting date TBD. CC to management.

Regards, Karim

3. Voice Message
Audio recordings through messaging apps.
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When to use: Explaining complex things, saying thank you or sorry, when no time to type.

Tips: Say your name, speak clearly, keep short (30-90 seconds), say what you need.

Examples:

"Hi Rina, this is Rahim. | updated the sales report. Can you review it? Thanks."

"Hi Karim, sorry for the delay. | will send info by EOD."

Digital Words You Should Know

# Word Meaning

1.1 | Ping To send a quick message or reminder (e.g., "I'll ping you later") (® ST TSN T HT
@ 737

1.2 | Thread A series of messages or replies within a conversation (936 FTTFAET N NP
BSEIEE)

1.3 | Reply All Responding to all recipients in an email or group message (37 JT 555 AT TR B3
QB

1.4 | Forward To send a message or information to another person (I FISE JTST AT BT NI (W3

1.5 | Mute To temporarily silence notifications or messages from a person or group ((FTET & AT

SFIE (NG @ THAFSNT IF 1)

1.6 | Emoji/Emoticon

Pictures or symbols used to convey emotion or ideas (e.g., ©, ) (Se[go T {TFT
TRICTH Sl %0 =fF AT A61F)

1.7 | Status

A short message or update shared with contacts (on platforms like WhatsApp or
Facebook) ((RIGSNT™ AT (BIF J(oT ECHE ERSTFINEE S CTIE FAT (216 6T
3] IAEH)

1.8 | Broadcast

A message sent to multiple people at once (AFNY A@F (FFE I IS])

1.9 | Attachment

A file or document that is sent along with a message or email (ITST T 2EETT ST TS

H1R 1 SFEI0)
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# Abbreviation Full Meaning
Abbreviation Full Meaning

1 | FYI For Your Information 12 | POC Point of Contact

2 | RSVP Répondez s'il vous plait 13 | FYA For Your Action
(Please respond) 14 | FYR For Your Reference

3 | TBD To Be Determined 15 | ASAP As Soon as Possible

4 | TBA To Be Announced 16 | LOL Laughing Out Loud

5 | PFA Please Find Attached 17 | BRB Be Right Back

6 | CC Carbon Copy 18 | OMG Oh My God

7 | BCC Blind Carbon Copy 19 | IDK | Don't Know

8 | EOD End Of Day 20 | BTW By The Way

9 | SOP Standard Operating 21 | TBH To Be Honest
Procedure 22 | DM Direct Message

10 | N/A Not Applicable 23 | T™MI Too Much Information

11 ] Q&A Questions and Answers 24 | NB Nota Bene (Note Well)

Use abbreviations only in text and email, not in voice messages.
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Useful Phrases for Digital Communication

# Phrase Meaning
1 | "Can you hear me?” Used in audio/video calls to check if the other person can hear you
(SIS 8/fEfE8 T AT BATE (= [F4] (6F FAE 97 TFIT0)
2 | "Let me know if you need | A way to offer assistance (TR I (M IFC S=1)
anything.”
3 | "I'll get back to you." Indicating you will reply later (5@ S8d (W& a3 2f37e (M33N)
4 | "Noted, thank you." A polite acknowledgement of information (S S20F &% Fi$fo)
5 | "I'll follow up on this."” To indicate you'll revisit or check back on something (fF% SIAT& (W& AT (3TS
(@S a3 238 (W3
6 | "Please find attached..." Used when sending attachments in emails (3CTT T3fe EIR)GIERIE I GETO))
7 | "Looking forward to A polite way to close a message, often in professional settings ((*Fw1E SfEECT
hearing from you." T 7 FAF B SX)
8 | "I appreciate your prompt | A phrase to thank someone for replying quickly (%@ SaE Sl FTSE HATT
response.” SATATT 1Y)
9 | "Keep me posted.” Asking someone to update you with information as it becomes available (@X§
MBI @ AP APGE e Fe)
10 | "Let's schedule a call.” Suggesting to arrange a time for a conversation (FETTFAET S5 TN AT
ERICEGREY)]
11 | "Sorry for the delay." A polite apology when you respond late ((Wf&t® S8d (T3ITH &l BUSIR 3%
HPT)
12 | "Just wanted to check in." | A casual way of reaching out to ask for an update or status (SW*(SG T I3
ST BISTTH AAPIVS ToT)
13 | "Please confirm." A polite request for verification or acknowledgement (fAf*ceaae ETW Hiely
©Y I(ATE)
14 | "As per my last email..." Used to reference previous correspondence (336! (FTMATST SEY FA©
%)
15 | "Hope you're doing well." | A common friendly greeting used in emails or messages (RCT JT IO TITO

A3f6 SETAe IR SfeaTe)
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ONLINE MEETING APPS
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Popular Apps: Zoom, Google Meet, Microsoft Teams, Skype

Before Meeting:

During Meeting:

Check internet, mic, camera e Mute when not speaking

Join 5 minutes early

e Turn on video if possible

Find quiet place with good light e Look at camera when talking

Dress neatly

Useful Phrases:

e Wait for turn to speak
e Use "raise hand" feature

Situation

Say This

Joining

"Good morning everyone."

Sound check

"Can you hear me?"

Question "l have a question about..."

Sharing idea " think we should try..."

Agreeing "l agree with that."

Disagreeing ‘| see it differently. Maybe we can also think about..."

Technical issue

"Sorry, connection is bad. Can you repeat?"

Closing

“Thank you all for your time."

After Meeting:

Do your assigned tasks
Check chat for shared files

Share notes with absent colleagues

Quick Tips

Use right platform for right purpose
Know your audience — be formal with managers

and clients

Be polite — use "please" and "thanks"

Reply on time

Think before sending — messages can be saved
Use abbreviations carefully

Keep work and personal separate

Follow company rules

© N o U
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3.2/ Self Check : Communicate on Digital Platforms

1. Which of the following abbreviations is used in English professional communication to mean
“For Your Information”? ( 2@ (SFI15T® (@TSMETET “For Your Information” (IRMe (@14 N F96 7970
33?)

A FYl vV C. FYA
B. FYR D. PFA

2. Which digital communication platform is mainly used for formal and official English

communication? ( JAFBIAF 3 AGATIT L@ FENACT (@ MG @ 370 237

A. Social networking sites C. Email v
B. Messaging apps D. Emoji chat groups

3. Write abbreviations of LOL, ASAP, FYI, BRB, OMG, IDK, BTW, TBH, TBA, EOD, RSVP and TBD in
English communication to share general information. ( S&TEe B CTITE FATF Sels @S @ISR LOL,
ASAP, FYI, BRB, OMG, IDK, BTW, TBH 432 TBD-a9 39 ]%RE*H )

Answer :
e LOL - Laugh Out Loud e  FYI - For Your Information
e ASAP - As Soon As Possible e TBD - To Be Determined
e BRB - Be Right Back e TBH - To Be Honest
¢ OMG - Oh My God
e IDK-1Don't Know e TBA - To Be Announced

e EOD - End Of Day
e BTW - By The Way
e RSVP - Répondez s'il vous plait (Please
respond)

4. Why do people use social networking sites to communicate?

Answer: Social networking sites are used to connect with people, share information, and
communicate online. People use them to send messages, share posts, photos, and updates, and to
stay in touch socially or professionally.

5. What are digital communication platforms and why are they used?
Answer : Digital communication platforms are online tools used to send messages, share
information, and communicate quickly.

6. Which of the following abbreviations is used in English professional communication to mean
“Please respond”?

A.FYI C.RSVP v

B. ASAP D. BTW

Module: Communicate in the Workplace




34

3.3/ Task Sheet : Communicate on Digital Platforms

Demonstration Task

Question:

Compose a short professional message for a digital platform (WhatsApp) describing their services of their
profession as per Competency Standard.

Answer:

1. Office Assistant

Good morning Sir.
I am an office assistant. | can help with office documents and communication.
Please contact me if you need any support. Thank you.

2. Customer Service Assistant __—
3. Receptionist

Hello Sir.

| work in customer service. | help customers with

information and support.

Please contact me if you need any help. Thank

you.

Good morning.

| work as a receptionist. | welcome visitors and
manage calls.

Please contact me for any information. Thank
you.

4. Sales Assistant . .
5. Delivery Service

Hello Sir.

| am a sales assistant. | help customers choose

products and give information.

Please contact me for any support. Thank you.

Good morning Sir.
| provide delivery service in this area.
Please contact me if you need delivery support.

Thank you.
6. Computer Support
Hello. 7. General Service Provider
| provide computer setup and basic technical
support. Good morning Sir.
Please contact me for any help. Thank you. | provide professional support services.

Please contact me for any assistance. Thank you.
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4, NETWORK AND INTERACT IN OFFICIAL SETTINGS

Learning Outcome: At the end of this session, the learner will be able to network and interact effectively in
professional settings as per competency standard by interpreting networking concepts, using formal
workplace language, and engaging appropriately with fellow professionals.

4.1/ Information Sheet

The Art of Professional Networking and Interaction: Building Bridges for Career Success

In the interconnected world of modern Bangladeshi business—from the vibrant trade shows at
Bangabandhu International Conference Center to the corporate corridors of Motijheel, from factory visits
in Savar to client meetings in Gulshan—your ability to network and interact professionally is not a
supplementary skill; it is the very engine of career growth and opportunity creation. For a professional in
Bangladesh, whether you are a merchandiser in the garment sector, a sales executive in pharmaceuticals, a
banker in the financial district, or a logistics coordinator in Chattogram Port, your network is your net
worth. This information sheet will guide you beyond simple conversation into the strategic realm of
professional networking, transforming chance encounters into valuable relationships and everyday
interactions into foundations for mutual success.

Interpreting the True Concept of Professional Networking

At its core, professional networking is the deliberate and strategic process of building and maintaining
mutually beneficial relationships with other people in your work ecosystem. It is far more than collecting
business cards or adding connections on LinkedIn. True networking is about planting seeds for future
growth. It is the factory supervisor who maintains a good relationship with a machinery supplier, ensuring
prompt service when a breakdown occurs. It is the junior accountant who impresses a senior from another
firm at a seminar, leading to a mentorship opportunity. In the context of Bangladesh's relationship-driven
business culture, known as shamparka, networking is deeply tied to trust (bishwas) and reciprocity
(parasparikota). It is not about immediate gain but about creating a web of reliability and support that you
can draw upon—and contribute to—throughout your career.

This concept rests on three pillars: Building Connections (initiating contact), Maintaining

Relationships (nurturing the connection over time), and Leveraging Networks (appropriately seeking or
offering help). A successful networker in Dhaka’s business scene understands that a connection made
today over cha (tea) with a potential client’s representative could lead to a major order six months later.
Networking happens everywhere: during office breaks, at industry association meetings like BGBA or
FBCCI events, at training workshops, and even during social gatherings like Eid or Pohela Boishakh
celebrations where professional and personal lives often blend.
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Mastering Formal Language According to Workplace Standards

Professional interaction demands a specific register of language: formal and respectful. This is especially
crucial in Bangladesh, where hierarchical respect and formal etiquette are highly valued in business
contexts. Using formal language is not about showing off complex vocabulary; it is about demonstrating
respect, professionalism, and clarity.

Formal language differs from casual talk in several key ways. It uses complete sentences instead of
fragments. It employs polite modals like "could," "would," "may," and "might" instead of direct
commands. It chooses professional vocabulary—"approximately" instead of “about," "purchase" instead

of "buy," "inquire" instead of "ask." Critically, it maintains a respectful tone regardless of the situation.

Consider these contrasts applicable to a Bangladeshi workplace:

Informal: "Hey, got a minute? Need the report." (To a close colleague)
Formal: "Excuse me, Mr. Rahman. Could you please spare a moment? | need to discuss the sales report.”
(To a senior or client)

Key formal phrases for networking and interaction include:

For Greetings & Introductions: "Good morning. My name is [Your Full Name]. | work with [Your
Company] in the [Your Department].” A simple, "How do you do?" is a safe, formal alternative to "What's
up?"

For Making Requests: "Would it be possible for you to share your insights on...?" or "l would appreciate
it if you could guide me to the right person."

For Offering Assistance: "Please feel free to let me know if | can be of any assistance."

For Expressing Gratitude: "Thank you for your valuable time." or "l sincerely appreciate your guidance."
For Closing an Interaction: "It was a pleasure meeting you. | look forward to staying in touch."

The use of titles is paramount. Always address seniors, officials, and clients with their appropriate title (Mr.,
Mrs., Ms., Sir, Madam) followed by their surname unless they explicitly invite you to use their first name.
This simple act shows deep respect.

Strategic Interaction with Fellow Professionals

Professional interaction varies significantly based on whom you are engaging with. The variable "Fellow
Professionals" encompasses three distinct groups, each requiring a nuanced approach.

1. Interacting with Colleagues (Internal Network):

These are your teammates, peers from other departments, and supervisors within your own organization.
The goal here is to build collaboration, trust, and a supportive work environment. Communication can
be slightly less formal but must always remain respectful, especially with seniors. For example, while you
might briefly chat with a peer from the production floor about cricket, your interaction should swiftly pivot
to work matters with clarity. With a supervisor, your language should be more structured. Example: "Sir,
regarding the shipping deadline, | have coordinated with the logistics team. We are on track for Friday."
This demonstrates initiative and keeps the network within your company strong and informed.
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2. Interacting with Clients (The Lifeline Network):

Clients are the lifeblood of any business. Interactions here must be consistently polite, solution-
oriented, and focused on building long-term confidence. Every conversation, whether negotiating a
price for a bulk yarn order or resolving a complaint about delivery to a retail outlet in Khulna, is an
opportunity to strengthen the relationship. Use formal language at all times. Actively listen to their needs.
Phrases like, "l understand your concern about the timeline. Let me propose a solution..." or "Thank you
for your continued partnership. We value your business," are essential. In Bangladesh, where personal
rapport often underpins business deals, showing genuine interest in a client's wellbeing (asking about
their family during Eid, for instance) can be a powerful networking tool within appropriate boundaries.

3. Interacting with Officials from Other Companies (The Expansion Network):

This group includes suppliers, bankers, auditors, government liaison officers, and professionals from non-
competing firms you meet at events. This is your opportunity network for learning, collaboration, and
future prospects. The interaction style is formally respectful and exploratory. Your goal is to establish a
credible, professional identity. For instance, when meeting a potential supplier from Narayanganj at a
trade fair, you might say: "Your fabric quality looks impressive. | am with [Your Company]. We specialize in
[Your Product]. Perhaps we can explore possibilities for the next season?" Exchange business cards
formally (with both hands, a respectful gesture in Bangladesh) and follow up with a concise email: "Dear
Mr. Ahmed, It was a pleasure connecting with you at the fair today regarding your denim collection. As
discussed, | am attaching our company profile. Best regards, [Your Name]."
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4.2/ Self Check : Network and Interact in Official Settings

1. Why is polite and professional communication important when dealing with clients?

Answer : It helps build confidence, ensures customer satisfaction, improves company
reputation, and increases the chance of repeat business.

2. What is professional networking? Give one example from a Bangladeshi workplace.

Answer: Professional networking is building and maintaining relationships with other professionals for
mutual benefit and career growth.

3. List the three types of fellow professionals you interact with in the workplace.
Answer: The three types are:
Colleagues

Clients
Officials from other companies

4. Why is it important to use formal language in the workplace?

Answer:
Formal language is used in a workplace to show respect and professionalism. It helps people

communicate clearly and politely. Formal language also creates a positive work environment and avoids
misunderstanding among colleagues, clients, and seniors.
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4.3/ Task Sheet : Network and Interact in Official Settings

Demonstration Task
Question:

Demonstrate respectful and professional interaction with colleagues or seniors using suitable words and

phrases as per CS.

Answer:

1. Talking with a Senior

Good morning Sir.

May | speak with you for a moment?

| need some guidance about my work.
Thank you for your support.

2. Asking for Help from a Colleague

Hello Rahim.

Could you please help me with this document?
I am having some difficulty.

Thank you for your help.

3. Requesting Permission 4. Responding Politely to a Senior
Excuse me Sir.

May | leave a little early today?

| have an urgent personal matter.
Thank you for your understanding.

Yes Sir.

| understand the instructions.

| will complete the task on time.
Thank you.

5. Informing a Senior

Good afternoon Sir.

| have completed the task you assigned.
Please check it when you have time.
Thank you.

Module: Communicate in the Workplace




S, How can you improve your English skills in your daily life?

833 | can improve my English by practicing speaking with friends, watching English movies or
news, and reading English newspapers every day.

R. How can learning English help you in your future career?

$33J: English is an international language. It will help me communicate with global clients, get
better job opportunities, and perform well in a professional environment.

9. How will you greet a customer at your workplace?

$33: | will greet a customer with a smile and say, "Good morning/afternoon, welcome! How can |
help you today?"

8. How do you usually spend your day?

$33: | usually start my day with a light breakfast, go to work/class, and in the evening, | spend time
with my family or read books.

Q. How would you describe your personality?

$33: | am a hardworking, honest, and friendly person. | like to learn new things and enjoy working
in a team.

Y. Can you nhame one teacher you liked? Tell us more about your teacher.

33 Yes, | liked my English teacher, Mr.

Rahim. He was very helpful and his way of teaching made everything easy to understand.
9. What do you usually eat for breakfast/lunch/dinner?

$33d: For breakfast, | usually have bread and eggs. For lunch and dinner, | prefer rice, fish, and
vegetables.

. Where is the nearest bus stop? Give me the direction.

$3J: The nearest bus stop is at the main road crossing. Go straight from this building, take a left
turn, and walk for five minutes.

». Do you like your classmates/colleagues?
33 Yes, | like them very much. They are very supportive, and we help each other with our work.
So. What do you mean by CV?

$3F: CV stands for Curriculum Vitae. It is a document that highlights a person's education, skills,
and work experience for a job application.



ENGLISH FOR WORK

Level - 2

Demonstration



Module 1: Perform Basic Communication

1: Talk about the four basic language skills and how you use them in daily life.

( 5IRTE (TN ORIIE 73567 9F% A (rallal S (ST FISIT TR FEA (7 T 751

You:

"The four basic language skills are listening, speaking, reading, and writing.

| use listening when | listen to my supervisor or
news.

| use speaking when | talk to colleagues or ask
questions.

| use reading when | read notices or messages.
| use writing when [ fill forms or send
messages.”

ST listening TIR1F F I AN A
SPRSRANET F 1 499 Bf|

AT speaking TIF FF TN AN T2FN@F S
F T 7 79 FfAI

AN reading TIF FF AT AT @16 7 IST
G|

S writing TIRT T Y A HAA T FIF T
ST TR

2: Give examples of activities that help you improve the four language skills.

( 51715 BT TFeT TT© FA@ FZIF PR FT ST [aa7/)

You:

English

T g™

To improve my listening, | listen to English news
and watch English videos.

(SH listening SF® FATH Sa1y AN RES 497 Bfe
LEREN G RICREGIRTD

To improve my speaking, | practice speaking
English with colleagues and customers.

(AN speaking THG FAT el AT T2FH 3
TRAFH W RENS FI TAF A F11)

To improve my reading, | read newspapers,
signboards, and instructions.

(AN reading TTG FAF Tl AN RAWF, TRAETE
A% faea 11 1)

To improve my writing, | write short messages and
fill up forms in English.

(ST writing BTG FAF I AN 2@RN© (216 16T
ferfyr a3 Hae 97 FfH1)




3: Talk about different ways of greeting people in formal and informal situations

( [Afe7 arg@ras (formal) 3 FAFEa% (informal) FIFIFO@ T AGIT5 SN [[Ieq ST
EE I )

You:
"There are different ways to greet people depending on the situation.

Formal greetings are for teachers, bosses,

elderly people, and strangers. We say: Informal greetings are for friends and family.
We say:
‘Good morning, sir.'
‘Good afternoon, madam.’ e 'Hil'
e 'Hello!

e 'Hey, what's up?'

4: Demonstrate how you greet your teacher, friends, and strangers.

( AT I T, A% AT G0 [FO1T TS S o] T77 FPa/ )

Assessor as Teacher: Assessor as Friend:
You: "Good morning, teacher. How are you You: "Hi, Karim! How are you?"
today?"

Assessor as Stranger:

You: "Good morning!”

5: Talk about why greetings are important in communication.

( TTIRTCT S[STT7 (P SFFTA (5T T~ T /)

You:
"Greetings are very important in communication for many reasons:

First, greetings show respect to others. When FYNG, IS A TS ] (1T | I AT
we greet someone, they feel valued. FIE TN AoTw HAR, OIRT FA (I FE|
Second, greetings help start a conversation. freiTe, Afeame FRTFAT BF FA(© T FE|

Third, greetings create a good impression. vol¥e, IS SIE =17 tofd FE|



6: Introduce yourself clearly and confidently. (/@@ =8 3 II=RIFII0/7 513 763 FIRE
faarl)

Self-Introduction Template (Global Standard)
Elements to Include:

¢ Name: Full name

e Address: City, country

o Family Details: Parents, siblings (optional)

¢ Educational Background: Highest degree, school/college/university
e Professional Background: Current or previous work experience

o Likes and Dislikes: Hobbies or personal interests

Sample Self-Introduction (Formal/Professional):

"Good morning, my name is Raza. | live in Barishal. | come from a family of five. My father is a
businessman and my mother is a homemaker. | completed my Bachelor's degree in Business
Administration from the University of Dhaka. | have worked as a Customer Service Assistant for two years
at XYZ Company. | enjoy reading books and participating in community volunteer activities. | am excited
to be here and look forward to learning and contributing to the team.”

7: Talk about different ways of making requests / Demonstrate how to make polite

requests.

( AT FAF ASF T T I / BUSI@ FOI@ AJAH FA(® F ©f T7fd I )

You:
"There are many ways to make polite requests in different situations.

Formal requests:

Informal requests (with friends):
‘Could you please help me?'
'‘Would you mind opening the window?' e 'Canyou pass the salt, please?"
'Could you please explain this again?' e 'Can | borrow your pen?'
‘Could you please check this report?’



8: Ask for help politely and respond appropriately
(BTOIFT AT 51T 973 SREONT Jfol2=31 f7a/)

Scenario: Simulation with peer/assessor (7131316 TZ3) ATCTIEF Ty [FyT71 )

Part 1: Asking for Help (Trainee makes Part 2: Responding to Requests (Trainee gives
request) response)
( STRAS SIS (e e Fa) |) (TN ST (TSN (A rern
FfefFITE@E@) 1)

i.  Trainee: "Excuse me, please help me

with lifting this heavy box." Positive Response

Assessor: "Can you help me arrange these

o
i.  Trainee: "l need help chairs?

with understanding this form. Can you

o Trainee: "Certainly. I'll do it right now."
explain it?

Negative Response

Assessor: "Can you help me finish this report
today? It's urgent."

Trainee: "I'm not sure. | have my own work to
complete. Maybe tomorrow morning?"



Module 1: Perform Basic Communication

1. Talk about the four basic language skills and how you use them in daily life.

2. Give examples of activities that help you improve the four language skills.
Role Play: Basic Communication in English Following Below Instructions

3. Talk about different ways of greeting people in formal and informal situations by using
appropriate words and phrases as per CS. (Can be a simulation practice with a peer/
assessor)

4. Demonstrate how you greet your teacher, friends, and strangers by using appropriate
words and phrases as per Competency Standard. (Can be a simulation practice with a
peer/ assessor)

5. Talk about why greetings are important in communication.

6. Introduce yourself clearly and confidently by using appropriate words and phrases as
per Competency Standard

7. Talk about different ways of making requests. / Demonstrate how to make polite
requests in different situations by using appropriate words and phrases as per Competency
Standard) (Can be a simulation practice with a peer/assessor)

8. Ask for help politely and respond to the request appropriately by using appropriate
words and phrases as per Competency Standard (Can be a simulation practice with a
peer/ assessor)



Module 2: Describe People, Place and Time

1. Describe yourself, your family, friends, and your colleagues.

Answer:

Self Description —
When describing yourself, you should include:

Your name

Your age

Your occupation/job
Your hometown/address
Your hobbies or interests

viAwn =

"Good afternoon. I'm Rima Akter. I'm 16 years old. I'm an HSC first-year student in Humanities Group
at Dhaka City College. | live in Barishal with my family. | love writing poems, debating, and watching
historical movies. I'm interested in political science and journalism. My dream is to become a
journalist or news reporter."

Good morning. My name is Sharmin Akter.
1. Your age: | am 21 years old.

2. Your occupation/job: | am a student. | am studying Bachelor of Business Studies (Honours) in
Management at Brojomohun College, Barishal.

3. Your hometown/address: | am from Jhalokathi. Now | live in a mess in Barishal city near my college.
4. Your hobbies or interests: | like to read books, watch business news, and spend time with friends.

Thank you.



Describing Family Member

Relationship Key Information to Include Example Sentence
P ¢ Occupation, personality, and "My father is a retired school teacher; he is
arents
location. very wise and patient."
Sibli Occupation/study, age, and "My elder sister is studying at Dhaka
iblings
9 shared interests. University; she is quite creative."
) Occupation (spouse), "My wife works in a bank. We have one son
Spouse/Children i ) )
age/hobbies (children). who likes to play football."

Describing Colleagues

Colleagues: Focus on their professional competency and personality traits relevant to teamwork.

Example: "Raihan is our team leader. He is exceptionally organized and efficient. He helps us solve
problems quickly."

Describing Friends
Friends: Focus on shared history, personality, and hobbies.

Example: "My friend, Kamal, is very loyal and humorous. We have known each other since childhood,
and we often go fishing together."

2. Describe your favourite place.

Answer:

Barishal is my hometown. It is a beautiful and peaceful city located in the southern part of Bangladesh.
Barishal is famous for its rivers and natural beauty. The people here are very friendly and hospitable. | love
my hometown very much.




3. Narrate an event that you have enjoyed most. (Mention date, time, place,
narrate sequence with transitionals)

Answers:

1. What is the event?
The event that | enjoyed the most was my educational tour.

2. When was it?
It took place last year during the winter season.

3. Where was it?
At first, we travelled to Cox's Bazar.

4. Who was with you?
My classmates and teachers were with me; moreover, everyone was very excited about the trip.

5. How was it?
Then, the experience became extremely enjoyable because we visited many beautiful places, such as the

sea beach and nearby attractions.

6. Was it memorable?
In the end, it was a truly memorable event; as a result, | felt very happy and refreshed.

Categories Used v/

v Sequencing v Giving Example
At first, Then, In the end Such as

v Adding Information v Cause & Effect
Moreover Because, As a result
Combined Paragraph

The event that | enjoyed the most was my educational tour. It took place last year during the winter
season. At first, we travelled to Cox’s Bazar. My classmates and teachers were with me; moreover,
everyone was very excited about the trip. Then, the experience became extremely enjoyable because we
visited many beautiful places, such as the sea beach and nearby attractions. In the end, it was a truly
memorable event; as a result, | felt very happy and refreshed.

THfFS SAqrev

Y TG TG @ ST FEM f et apna gy %1 aff ste T Mrew oy I 2@ F¥0T
SRTAT FHIASE T3 F | AT 20T 3 FrFFa1 AP T T, STRrST NAR 9% 350 oI 347 Srafe fizet|
AFTF AfSSIOIB YR AFTUIIF X 30, FIAT AT L (1F© 3 AT AP Sad NI Afqw e S| ¥
g af6 W12 90 TAT TN foaeT; BT A YT N0 3 N©S NS A= |




4. Give direction to an area/area next to the center. (can be a simulated activity

with a peer/assessor)

Answer:

Assessor / Peer :

“ Would you please tell me the way to the Eye Hospital's English classroom from Nothullabad? “

( eIy & w1 S A FeC0 M FYEW (W (G IO &S G T3T f5? )

Trainee’s Response:
" Sure, I'd be happy to help.

Step 1: From Nothullabad to the Eye
Hospital

Take a rickshaw or an auto-rickshaw from
Nothullabad.

Tell the driver to go to the Eye Hospital.

The fare is about 10 taka.

It will take about 5 minutes to reach there.
The Eye Hospital will be on your right, across
from Oishi Super Shop.

Step 2: From the Eye Hospital to the
English Classroom

When you reach the hospital, you will find the
stairs on the ground floor.

Please take the stairs up to the third floor.
The English classroom will be on your left. "

§T9T S: FYFATITT (ATEF (GTNT TTATSTA
TS

TR (NF T e 37 i fere|
SR I (T fofel (GNyT IO A |
BITT 17 Y0 517l

CTATE (Tte 17 ¢ G o7 A |

(BTE RITSTSTEAM SAATE ST =0T A&, DI 570"
RIGERCEEIC]

HTT R: (GTAT ITAATOTH (UTF 23JFo
crfisss g

S T TSI (TTRIE, B3 b i
(AT & |

w1 FE I o gorT oo S|

RER CIIFHIE A== I AT & |



1n

Module 2: Describe People, Place and Time

Role Play 1: Basic Communication in English Following Below Instructions

1. Describe your self, your family, friends, and your colleagues

2. Describe your favourite place

3. Narrate an event that you have enjoyed most. (Mention date, time, place, narrate
sequence with transitionals)

Role Play 2: Basic Communication in English Following Below Instructions

4. Give direction to an area/area next to the center. (can be a simulated activity with a
peer/assessor)
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Module 3 : Communicate in the Workplace

1. Talk about why professional communication is important in an organization.

AT AT AFT6 ARSI (PIIF FIMRTT (F SF%7f ©F I |

English Answer:

Professional communication is important because it helps people work properly.
It helps us understand instructions clearly and avoid mistakes.

Good communication creates teamwork and a good working environment.
AT AJITw:

CPTTR QTSRS 8 F1R af6 AAIF TIFSNT I8 F© TR FE|

AT© FIEF AT AFFFSTF (@R IF 938 G F 27|

SIETT TS TefsTe F18 3 SIET FHAAET (ofF @& |

2. Demonstrate and talk about appropriate words and phrases for professional
communication at the workplace.
( FIIE CPTIIE FEMATEER 0 SHYS 14 3 I35 (71 93 I | )

English Answer:

At the workplace, we use polite and respectful words.

Some common words and phrases are:

"Good morning”, "Please”, “Thank you”, "Excuse me”, and "May | help you?”
These words show professionalism and respect.

AT AFIT:

FHHE SANAT ©U 3 TH6F 4 IR B |

{355 STTETR 77 3 JTY JE:

"Good morning”, "Please”, “Thank you”, "Excuse me”, “May | help you?”

AR TG (SPTE ST 3 ToH FFPT F |

3. Talk about the types of official documents used in the workplace.

( PHFET TI20 ABPIT SFENHT ST T Tt )

English Answer:
Official documents are used for formal communication.

Some common documents are letters, emails, notices, reports, forms, and memos.

qIET AqqTY:

AT SO0 FHIE D AF FISEANSH S5 HI2F FAT 27|

3% STTHTAYT SF0T6 2 o9, 2ev2eT, (@ife, f&en®, wsf 8 cve |

4. Demonstrate and talk about polite and formal expressions used in professional
communication.
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(Talking about a job, giving instructions, checking understanding, making suggestions, Argumentation
(agree, disagree), Negotiation (Persuade), Collaboration, Discussing advantages and disadvantages,

Apology)

JIAT AT FHHET ©Y 3 (TN I3 BIREA (T 938 J |
(TS T S FeAT, fA0T (M3, (I TF® Fa1 IR FAT, TR (737, AFNe/ITHS 23T, (JRATE/AS
FATA], TS F10, S-S AEACHT, HIT 5187

Situation (3T13¥) Expression You Can Use 1T g™
Talking about job (F1& " work in the finishing section. My | "anfs fsfaffR (7= F161 S| SIF
S ) job is to check quality." FTS T SN TS FE71"
Giving instructions (fT=e | "Please wear safety gloves before "FIO BT FAF AT 77 FE (0
B starting work." ares TP | "
Checking understanding "Do you understand the process?" | "o & SfH31f6 JaTe (TEET?"
(TR fPee F4m)
Making suggestion (%19 "| suggest we take a short break "I AFR FAMR AT 93 B0 (=16
(w3 now." fyafe faR )"

Agreeing (AF¥© 2877)

"l agree with you. That's a good
point."

"SI AT T 9FTw | aft a6
EIGIEERIE

Disagreeing (ST ST
)

"| see it differently. The cost might
be high."

" G e iy 2Fs @
@ M|

Negotiation (SETEATT "If you help me today, | will help "D I SIS S FZT FE,
I ST FT) you tomorrow." ST ST FIT SRR F91"
Collaboration (A3 15 "Let's work together on this task." "B SR 9% TS0 9PN "

F4)

Advantage (s[4

"One benefit is we can finish early."

" 95 ST T ST FIHC ST O
FCe 1"

Disadvantage (915 &)

"The disadvantage is extra time."

" AR ST T SIS ST AT

Apology (33 T3T)

"l apologise for the mistake."

5. Demonstrate and explain how official documents are prepared according to

workplace rules.

( FTEF T TR AGIT TFErS FSNE (SfF FAT 2 O (WA 8 TN FF | )

English Answer:

Official documents are prepared by following

workplace rules.

They use proper format and clear language.
They include date, subject, and signature.

AT AT

ST GO I A7 (N (ofF F471 27|

9@ NfFF HIMG 932 AFEE ©F TI7F 3T

Documents are checked before sending.

TIECH OIfY, T 972 T T A |
ST ST TFEG 61X FT 2|
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6. Demonstrate a telephone conversation in a workplace situation following professional

rules. ( FFIT (TIHF (GIARIT FERTTFIA (G )

English Version TREAT AT
Receiver: "Good morning, ABC Logistics. How can | | fafSteT1a: "8 Y&, ABC Logistics | S Fe1d
help you?" DA TR FA© AH?"
Customer: "Good morning, this is Rahim. I'm calling | ST2%: "S© SF1, Sy FRF IR | T ST Teng
to check my product delivery time." Sfreifag I aee & FEfR "
Receiver: "Please tell me your order number." fafrera: w3 I QR S6F 9996 IR
Customer: "My order number is 12345. When will it SIS "I A6 799 12345 aft F3a (T=E?”
arrive?"
Receiver: "It will arrive tomorrow afternoon." fafsrera: " aft arsndtee e cieE)
Customer: "Okay, thank you. Goodbye." ame: 3% I, geam | [
Receiver: "You're welcome. Goodbye." fafrers: " Ire| JwE

**** 6.1 Telephone Conversation (Supervisor)
Situation: SIf&H( F18 (¥, f$& security guard (@31

Employee (Caller):
"Assalamu Alaikum sir, I'm Rocky. | finished my task for today. Now | want to go home, but | can't find the
security guard in the office. What should | do now?"

Supervisor:
"Okay, please lock the office and leave the key at the reception.”

7. Compose a short professional message for a digital platform ( WhatsApp )
describing there services of their profession as per Competency Standard.

([T TR (7T I FE 916 (=Rl (TR (RT3 7787 ! )

Answer : WhatsApp Short Messages — 3 Best Example

1. Task Completion Update
Situation: ST supervisor-(F AR (F AP F1S T FE® |

Message

Good evening sir,

| have completed today's tasks and submitted the report.
Please let me know if there is anything else to do.

Thank you
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2. Tuition Teacher (Short Version)

Situation: WhatsApp-a 5Tt I1 AIfSSIIF@ tuition service ST SIAIET

Message Bangla Translation:

RIGIEC IR Rl B R G ERRE RGBT
Hello! I'm Rahim. | give tuition in English & Math RER 8 sffore TS 2|
for high school students. Y IS T2 FH AR e el ORI
| make lessons easy and help students improve. % SATZ =, 5T FE FNST FFA|
If interested, please contact me. o |
Thank you.

3. Online Product Seller via Facebook Messenger (Short Version)

Situation: Facebook Messenger-2 STR3@ product fAf& a7 offer = |

Message Bangla Translation:

AT SN [Product Name] f3IF FafR| o
Hello! I'm selling [Product Name]. High quality at RICEINER WWI
a good price. fA9Ifie 31 TETEF T ARME message FF4 |
Message me if you want details or to order. T |
Thank you.

8. Demonstrate respectful and professional interaction with colleagues
or seniors. ( SN I NAIE@T NN ©5 933 (T AGIT (R | )

1. Interaction with Colleague
Situation: ST TRFTN MG To1F ey Sermes |

You:
"Hi Karim, | checked the report and corrected some mistakes. The totals are correct now. Please check it
again before submitting."

Colleague:
"Okay, | will check it."



16

2. Asking for Help from a Colleague

Situation:
A TRFRNE A6 SFEICo TR SRS I A FHHT AT TG |

(You are asking a colleague for help with a document because you are having difficulty.)

English Conversation 1T AW
Hello Rahim. T R
Could you please help me with this document? | Srafey {3 731 F(F 9% SFEICE ANE NI FI© TEA?
| am having some difficulty. Y A FRET T S|
Thank you for your help. RIS Hiels &efiqTm |

3. Requesting Permission from a Senior

Situation:

SAfe supervisor/manager-(F SIS (T G J5(&sTe FIAE [FEHer AT Ay RGE |

(You are requesting permission from your supervisor to leave a little early today due to an urgent
personal matter.)

English Conversation 13T STgI™m

Excuse me Sir. AFFOS I T

May | leave a little early today? N 35 ey fFegger ST SIS =IGte MNfE?

| have an urgent personal matter. | SIF 936 SFF TfesTe FS x|

Thank you for your understanding. | (I1RNF &5 ¥iqM |

5. Informing a Senior

Situation:

S supervisor 3T senior (F AT (F fofel (T FTE0 MRS, ©1 CT¥ FEE 972 fSf ST (51 ©1 (63 Fa0
A |

(You are informing your senior that you have completed the task assigned and requesting them to check
it when they have time.)

English Conversation JIET AT
Good afternoon Sir. B AT |
| have completed the task you assigned. | STIf3 SIFATE (W8T F196 (¥ FER|
Please check it when you have time. AT ST (5T w7 FF a6 (63 I |
Thank you. 5T |




17

Module 3: Communicate in the Workplace
1. Talk about why professional communication is important in an organization.

2. Demonstrate and talk about appropriate words and phrases for professional
communication at the workplace.

3. Demonstrate and talk about polite and formal expressions used in professional
communication. (Talking about a job, giving instructions, checking understanding, making
suggestions, Argumentation (agree, disagree), Negotiation (Persuade), Collaboration,
Discussing advantages and disadvantages, Apology)

4. Talk about the types of official documents used in the workplace.

5. Demonstrate and explain how official documents are prepared according to workplace
rules.

6. Demonstrate a telephone conversation in a workplace situation following the rules of
professional telephone communication using appropriate words and phrases.

7. Compose a short professional message for a digital platform (WhatsApp) describing the
services of their profession as per Competency Standard.

8. Demonstrate respectful and professional interaction with colleagues or seniors using
suitable words and phrases as per CS.
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Module 4: Understand Lifestyle and Wellbeing

Role Play 1: Talking About Food and Festivals

Instructions:
Talk about your favorite restaurant, food preferences, festivals, and how you enjoy
them.

Dialogue (with assessor/peer)

TR SNATT (ATTOTHY TTTIHNT T10)

1. Assessor: "Hello, please tell me about your favorite restaurant and the food you like."
( ST " AT, 73T P ST 53 GRS 973 S (I A7 T2 FEA (7 770 I/ )

You: "My favorite restaurant is Panshi Restaurant near my home. | like biryani very much. It tastes spicy
and delicious. | also like grilled chicken because it is juicy and tasty. | don't like bitter gourd because it
tastes too bitter."

E1EGIE

SEfer: "SAS FEH (FRES 2T AR NGT FA A (FTRE6 | ey [Sffer 47 o 71 97 79 377 3
ST S SIS fo@eg een S F1Fer afe I 8 SFI| Wi FI T2 FIF ) FIRT 97 T F (Ster| "

2. Assessor: "What festivals do you celebrate?”
( SOICTI " S (1 (PIA TSN GG PA?" )

You: "l celebrate Eid-ul-Fitr and Eid-ul-Adha. These are religious festivals for Muslims. We also celebrate
Pohela Boishakh, which is a cultural festival in Bangladesh. During Eid, we wear new clothes, visit relatives,
and eat special food."

EING K

Sfer: S Hver fred a9 He Sy SuATE FF | ASE SPIEma 85T SN | ST ST @S TaIT
FIF, I IRACCT 9FT6 TRFGF TIHT| R SToNF AR Tgal FITG M, SARIGH S (71 FF 93 O A
R

3. Assessor: "How do you enjoy these festivals? Tell me about the food, music, and clothes."
( SICTR "G 92 GTISE FIGNT SHGTT FEA? AFIF, T A7 (T 0% Iq7/" )

You: "During Eid, we eat shemai, biryani, and roast chicken. The food tastes sweet and rich. We wear new
Punjabi or saree. We listen to Eid songs and religious music. During Pohela Boishakh, we eat panta bhat
with fried hilsa fish. It tastes sour and spicy. We wear red-white clothes and enjoy cultural programs."
E1EGIK

SrAfe; "R THT AT (TR, [T a3 @6 6@ 20?1 NAE W iR 8 w1 SIwEy S T 37 e
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S| ST HG ST T2 §TAT SoiTe BfF| @ @I ST TR ©od N SO 3ferT M= AR | 99 I 63 3
37T | AT AA-SW] (TPNF S a3 ARE ST S STl I "

Role Play 2: Talking About Health and Hygiene

Instructions:
Talk about good health and hygiene practices, give advice, discuss common health
issues and medical support.

Dialogue (with assessor/peer)
FTeAER AT (IITOTHIY TTATI1T 10%)

4. Assessor: "Tell me about the good health and hygiene practices you follow."
( SOOI "SI (3 ST I 8 T8 (S SCeaT (7 57 351" )

You: "l follow good health and hygiene every day. | wash my hands with soap before eating and after
using the toilet. | brush my teeth twice a day. | take a shower daily to keep my body clean. | eat healthy
food like vegetables and fruits. | drink clean water and exercise regularly."

EING K

Sqstfer: "anfer Afsfver ST TF 8 TP (N SfeT| S ST ST 972 FIET6 IFRMEF F T 77 210 431
S o (21 wie qPT B | T AARTF F1ite i SfSfe (e i1 3 FHIE 3 HETH Aol ITrHFA
AT NR | I AT N e FfF a3 formfre I 1

5, Assessor: "What advice can you give for good health and hygiene?"
( ST " O I73 3 FIFAEH Sy aArifal F] T75T fare TEa?" )

You: "l advise everyone to wash hands regularly to stay safe from germs. Always cover your mouth when
coughing or sneezing. Eat a balanced diet with rice, fish, vegetables, and fruits. Drink at least 8 glasses of
water every day. Exercise for 30 minutes daily to stay fit. Don't eat too much oily food because it is not
healthy."

EING K

QI "IN FARE S (A @™ NF0e @3 26 ($F T B2 F17 31 26 et Ta5377 33 (6@
Y| ©TS, W%, TFHIAE 3 Te @ I A0 T2 I3 | AfSfoy S1@w b a1y M 1 Fpa1| T3 Ao Afefoe
0o NG AT Fea1| (I (O @ AT A& T, ST Aft TrHFF 771"

6. Assessor: "What are some common health issues people face?"
( SOIOTIR: " T T F] SR 5757 T JI 237" )

You: "Common health issues are fever, cold, cough, headache, stomach ache, and diarrhea. In summer,
many people get heatstroke and skin problems. In winter, people get cold and cough. Some people have
diabetes and high blood pressure."



20

E1EGIE
SfaY: "SI TP STANTISTER S SR T, S0, S, MR, (BT 932 TR XS S Moy
fRECERF 3 T T 27| Mo MqFF 5% 3 FIT 2| 3% T TAMEOT 93 T FS61T MF |

6. Assessor: "What medical support do you take in different situations?”

( ST " [{SF T3 00@ At F] §F@F 5155 T2RCT (d7?" )

You: "For fever or cold, | go to the pharmacy and buy medicine. If it is serious, | visit the doctor at the
clinic. For stomach problems, | drink saline and take rest. My family has a health card, so we get medical
support from the community clinic. In emergency, we call ambulance or go to the hospital.”

IR

S g7 qT N 2@ N FIETS B S [F | 3% 977 8707 7, OrRE afy Feaw HE SeEs F1e
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Module 4: Understand Lifestyle and Wellbeing

Role Play 1: Professional Communication in English Following Below Instructions
(Simulation practice with a peer/ assessor)

1. Talk about your favorite restaurant, food preference, and tastes (Which food do you like/
dislike? How does it taste?)

2. Talk about festivals using Words and Phrases related to festivals as per Competency Standard
(e.g. religious, cultural and observances)

3. Talk how you enjoy the festivals and their specialty (food, music, clothes, etc) using phrases
related to food as per Competency Standard.

Role Play 2: Professional Communication in English Following Below Instructions
(Simulation practice with a peer/assessor)

1. Talk about the good health and hygiene they follow/ practice. using Words and Phrases
related to Health and Hygiene as per Competency Standard.

2. Give advice for good health and hygiene using Words and Phrases related to Health and
Hygiene

3. Talk on the common health issues and symptoms

4. Talk on the medical supports they take in different situations.



Module 5 : Identifying Challenges in Daily Life

1. Talk about common household problems in different
situations by using relevant word phrases while talking
about the problems in house or at workplaces.
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Answer (Demo):

Common household problems are water leakage, power failure, and noise problems.
At home, there may be gas or electricity problems.

At the workplace, machine breakdown or cleanliness issues can happen.

2. Talk about common conflicts in the workplace.
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Answer (Demo):

Common workplace conflicts happen because of heavy workload, misunderstanding, and poor

communication.
Sometimes conflicts occur due to time pressure or team problems.

3. Ask and give suggestions and solutions in different
situations using Words and Phrases related to suggestions
and solutions.
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Answer (Demo — Role style):
| can ask for suggestions by saying, “What do you suggest?”



I can give solutions by saying, “I think we should work ftogether.”
This helps solve problems easily.

4. Talk about the important key parts of a CV.
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Answer (Demo):
The key parts of a CV are name, contact number, education, skills, and experience.
A CV also includes training and job objective.

5. Participate fluently in simulated job interview.
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Answer (Demo - short role):

Good morning sir.

My name is Rahim.

| am a trained electrician.

I am hardworking and punctual. Thank you.

6. Talk about their specific job description/key role (in line
with their profession).
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Answer (Demo — example):

| work as a technician.

My job is to repair and maintain machines.

| follow safety rules and do my work carefully.

7. Demonstrate/talk about key modalities of presentation
while dealing with customer/offices.
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Answer (Demo):

While presenting, | speak clearly and politely.

| maintain eye contact and listen carefully.

| use simple language and professional behavior.

8. Give a demo presentation following a standard
presentation structure.
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Answer (Demo — very short):

First, | give an introduction.

Then, | explain the main points.

Finally, I give a conclusion and say thank you.

Or

Demo Presentation

Topic: How to Stay Healthy at Work

8.1 Opening and Introduction
Good morning, everyone.
Welcome to my presentation. Today | will talk about how to stay healthy at work.

Let me introduce myself. My name is Rahim. | work as a machine operator in a garment factory.



The purpose of this presentation is to share simple tips for staying healthy while working.

8.2 Main Body and Content

Let's start with the first point: drinking water.

The first point I'd like to make is we must drink enough water. When we work for long hours, our body

loses water. We should drink at least 8 glasses of water every day.

For example, in my factory, many workers bring a water bottle and keep it near their machine. This helps

them remember to drink.

Moving on to the next section, let me talk about taking breaks.

Next, we'll look at sitting posture. When we sit for a long time, our back can hurt.

Let me explain this in more detail. We should sit with our back straight. We should take a 5-minute

break every hour. We can walk a little or stretch our body.

8.3 Conclusion and Closing

To wrap up, staying healthy at work is simple.

Thank you for your attention.

8.4 Question and Answer

If you have questions, please feel free to ask.

Thank you.



