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Objetivos del curso  
 

On successfully completing the course objectives at this level, learners will have the ability to competently 
demonstrate the capacity to deal with routine situations and express themselves appropriately. 
In common situations such as greeting and conversing with people, asking for and giving personal and 
work-related information at meetings, you will take helpful notes, solving common problems, making plans 
and confirming arrangements. 
Face to face and on the phone you will be able to understand detailed instructions and advice and specify 
the contribution people in the organization make and the duties they carry out. 
You will be able to understand and follow written instructions that consolidate the vocabulary used in a 
contextualized and realistic way typical of everyday business situations. 
The test tasks practice and consolidate the expressions in written and spoken form. By following the 
instructions in the activities you will test your knowledge of the language you use at work and the way 
you speak in the exercises and keep a record of the pronunciation you practice to monitor the progress 
you make and encourage reflection 
 
 

Estructura general del curso 
 
 
Unidad 1 – Business Director 
Learners will be able to: 

- Contribute effectively in meetings and keep up a casual conversation fluently and appropriately. Listen 
and respond politely to agree details of meetings and arrangements. 

 - Scan texts for relevant information and understand detailed instructions and advice. Use appropriate 
language to describe  typical duties and responsibilities at work 

- Make notes and write standard correspondence.  
 
Unidad 2 – Business Director 

On successfully completing this lesson the learner will demonstrate he/she: 

- CAN take and pass on most messages that are likely to require attention during a working day. 

- CAN understand most correspondence, reports and factual product literature he/she is likely to come 
across. 

- CAN deal with all routine requests for goods or services from professionals and contacts. 

 
Unidad 3 – Business Director 
Learners will be able to: 

- Demonstrate their learning by completing the tests based on the materials in the units. 



 
Inglés_business 
director 
 

 

¿Qué incluye este curso? 
Incluye acceso, soporte 
administrativo y pedagógico a 
través del tutor personal y 
diploma acreditativo  
 
Duración 
10 horas 
 
Tiempo estimado 
2 semanas 

- Check the form, sound and spelling of the terms practiced is adequate and keep a  record of the 
pronunciation you practice to monitor the progress you make and encourage reflection. 

 

Unidad 4 – Business Director 
On successfully completing this lesson the learner will demonstrate he/she: 

- Understands different cultural situations and is sensitive to the people around them. 

- CAN describe the layout and purpose of common  correspondence, reports and factual product literature 
he/she is likely to come across 

- CAN distinguish professional language and the language of informal relationships appropriately. 

 
Typical situation-New network 
 
Dialogue – General Business 
 
Consolidation 
 

Recomendaciones Técnicas 
 
Los cursos son compatibles con los sistemas operativos Windows, Linux y MAC. 
 

 

 

 
 
 



 
Gestión del estrés y de 
la energía personal 2.0 
 

Recomendaciones técnicas 
 
Internet: 
Se requiere de una conexión estable y con un ancho de banda aceptable (de 100 kb por usuario 
en adelante)  

 
Hardware:  
- Audio: se debe disponer de placa de sonido en el ordenador y unos auriculares (cascos).  

- Video: se debe disponer de una placa de video en el ordenador con características de 
aceleración gráfica (en principio vale casi cualquier placa).  

- Memoria RAM: 1Gb RAM o superior.  

 
Sistema Operativo:  
- Windows:  

o XP  

o Vista  

o 7  

o 8, 8.1  

o 10  

- Mac OS:  

o 10.7: Lion  

o 10.8: Mountain Lion  

o 10.9: Mavericks  

o 10.10: Yosemite  

o 10.11: El Capitan  

 
Navegador:  
Para ordenadores (Lo ideal, cualquiera sea el navegador, es que estén en la última versión o la 
anterior a la última):  

- Internet Explorer: 9 o superior  

- Firefox: 39 o superior  

- Chrome: 44 o superior  

- Opera: 32 o superior  

- Safari: 8 o superior  

 

Para móviles se recomienda jugar con el Chrome en Android y en Safari con Iphone o Ipad.  

- Android Browser: 4.4  

- Chrome: última  

- Safari: última  

 


