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Framework For Creating Workplace Lessons Using Authentic Materials 

Principles: 

1. Address the learners’ and managers’ goals when creating lessons. 

2. Focus on objectives that are immediately useful to the learners. 

3. Choose materials from the company’s public websites, press releases, brochures, 
videos, advertisements, news stories, blogs, Facebook Pages, Twitter messages 

4. Use public materials to understand the learners’ jobs and what the company does. 

5. Use information gleaned from public materials to guide you in creating work-related 
scenarios. 

6. Base grammar and vocabulary instruction on language from public materials.  

7. Utilize the available technology (learners’ computers, projectors, Internet access in room) 

8. Communicate lesson and activity goals to learners and explain why it’s useful to them. 

9. Learn and use the company’s corporate language in the lessons. 

10. Confirm with learners’ that the information you are using is correct.  

 

Notes: 
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Suggested Uses of Company Materials 

Websites 

• Gather vocabulary for various activities. 

• Look at “career” information to 
understand learners’ jobs and to help 
them find jobs that they could apply for. 

• Create a website scavenger hunt. 

• Have learners practice making sales 
calls, leading meetings and writing 
emails using information from their 
website. 

Company Videos or Advertisements 

• Create a cloze activity for listening. 

• Use videos to start discussions. 

• Practice shadowing and pronunciation 
activities with videos. 

• Ask learners comprehension questions 
after watching videos. 

• Have learners create their own videos 
about their company. 

• Show videos of people with different 
accents for listening practice. 

News Articles 

• Create a cloze activity for grammar. 

• Teach reported speech based on quotes 
used in articles. 

• Have learners read and discuss articles. 

• Read an article to learners and have 
them ask clarification questions. 

• Have learners read two articles about 
the same story and compare the tone. 

• Have learners write a letter to the editor 
responding to a news story. 

Bio Pages on Website 

• Have learners read about the company 
leaders and create questions that they 
would ask them. 

• Have learners write their own bios. 

 

Blogs 

• Have learners comment on blogs from 
their company. 

• Create an offline blog, and have 
learners write fake posts.  

• Have learners read blog posts written 
about their company and have an in-
class debate. 

• Use language in blogs to teach casual 
work-related expressions. 

Press Releases 

• Have learners write a news article 
based on a press release. 

• Have learners present a TV news story 
based on a press release. 

• Have learners write their own press 
releases about a product they are 
working on at their company. 

Twitter & Facebook Comments 

• Have learners write a response to a 
customer who wrote a message on 
Facebook or Twitter. 

• Create a debate in which the learners 
discuss ways to use social media. 

Advertisements (Written and Video) 

• Have learners study the persuasive 
language from the advertisements. 

• Analyze ads and discuss the cultural 
knowledge you need to know to 
understand the message. 

• Have learners create new ad copy. 

Brochures 

• Use brochure information to create a 
role play. 

• Have learners create their own 
brochures. 

• Use language on brochure to teach 
grammar and vocabulary. 
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Engineer 

Background Information: The learner is a software engineer from China who works at a global 
technology company. He is taking Communication Training sessions because he has been told 
by his manager that he needs to improve communication with his colleagues. He has great 
technical skills but doesn’t always know how to communicate with his international colleagues in 
the US.  

Session Time: 1.5 hours / once a week 

Room/Technology Available:  conference room, personal laptops, Internet access 

Authentic Materials: commercial, company website 

Lesson Goal: To understand the reason for and practice small talk with his colleagues at work. 

Warm up Listening Activity (10’): He watches video and answers comprehension questions. 

Small Talk Instruction (30’): (Explain what it is, why it’s important for work, language for it, and 
when and how to use it at work.) 

Small Talk Preparation (10’): He goes to the newsroom on his company’s website and reads a 
few press releases. This info will be used in the next activity.  

Small Talk Practice (25’): Create three different scenarios for small talk, and have him start, 
continue and end small talk with you about the topics he just read. 

Post Practice Discussion/Feedback (10’):  Go through any feedback that you have from the 
conversation, and discuss his opinion of the conversations and topics. 

Homework Assignment: (5’) He finds topics from his company’s website and practices small 
talk at least five times during the next week. Give him a worksheet to fill out describing what he 
did. 
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Bank Employees 

Background Information: The class is made up of 10 customer service representatives at a 
bank. They are advanced speakers from Asia, the Middle East and South America. They are 
taking this training because their performance reviews indicated that they needed to improve their 
communication skills with customers. 

Session Time: 2 hours / once a week 

Room/Technology Available: conference room, dry-erase board, no computers 

Authentic Materials: vocabulary from the website, Tweets 

Lesson Goal: To be able to deal with upset customers by listening to, confirming and answering 
their questions clearly. 

Warm up Vocabulary Activity (10’): Create a list of key banking terms from the company 
website and cut them into slips of paper. Give one word to one person, have him stand up in front 
of the group and explain what the word means without saying the word. The rest of the group 
guesses what the word is. The person who is correct, keeps the word and then becomes the 
person who describes the next word. The person who has the most words at the end gets a 
round of applause. 

Dealing with Angry Customers (30’): You know from the managers that the employees often 
escalate problems unintentionally because of their inability to calm down angry callers. Start a 
discussion on how to deal with angry customers. Give them communication tips on listening, 
clarifying and confirming. 

Brainstorm Questions (15’): Ask them to brainstorm the kind of questions that they get asked 
by customers. Write these on the dry-erase board. Next, add questions that you found on Twitter. 
Talk as a class about how they would answer those questions.  

Q & A Role Play (35’): Put the class into groups of 3. Assign role cards (calm employee, angry 
customer, neutral witness). Give role cards that describe their task. Calm Employee: listens, 
confirms question, gives answer; Angry Customer: interrupts, doesn’t like answers, can be 
satisfied at the end if employee solves problem; Neutral Witness: observes conversation, writes 
positives & negatives of communication. The customer begins by asking a question from the 
board and the employee does his best to answer. (Give groups 5 minutes & then change roles.) 

Feedback (20’): Give language feedback on what you saw and heard.  Talk with class about 
what they did well and what they couldn’t do. Ask them what they learned. 

Homework (5’): 1) Go onto Twitter and follow the questions and answers for a week. 2) Practice 
using the new skills you learned today at work this week. Keep notes on success 
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Hotel Housekeeping Staff 

Background Information: The class is made up of 4 Spanish-speaking employees who work as 
housekeeping staff at a San Francisco hotel. They are talking the course because their 
employers believe that with some language help, they can work their way into higher positions 
within the company. 

Session Time: 1 hour/ twice a week 

Room/Technology Available: break room, butcher block paper 

Authentic Materials: information from brochures, website, travel websites  

Lesson Goal: To practice using prepositions to describe where things are located in the hotel.  

Warm up Vocabulary Activity (10’): Brainstorm the hotel’s amenities with the class.  Make a list 
on the board. Have them look at brochures and some printouts of web pages. Go through 
pronunciation of difficult words, and review words they don’t know. Pass around brochures and 
printouts of web pages that describe the amenities. Add more to the list, if needed. (pool, 
business center, restaurant, ice machine, spa, concierge desk, laundry service, childcare) 

Preposition Instruction (10’): Write a list of prepositions on the butcher paper. (on, near, down, 
at, next to) Say the name of an amenity and ask them to explain where it is in their hotel, using 
one of the prepositions listed. Give instructions on the prepositions and grammar as needed.  

Preposition Practice (10’): Choose one person to stand up, and ask the rest of the class to call 
out amenities. The person standing has to describe where that place is. If she/he makes a 
mistake, don’t correct, but ask the other Ss to help make a correction. 

Role Play (15’): Put class into pairs and have them create a scenario between a customer and 
an employee at the hotel. Tell them to use at least 5 prepositions in the conversation. Give them 
time to write it out together and practice. Finally, have them practice in front of everyone. (This 
will go beyond the preposition practice, but it will be a good way for the instructor to assess their 
skills for future lessons.) 

Feedback (5’): Go over mistakes that you heard during the role plays. 

Homework (5): 1) Practice using these sentences at work if possible 2) Write sample sentences 
for each pattern studied in class. 


