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Department English Language Center Major All Majors 
Course Title General English Code ENG 101 
Prerequisite None 

Semester 1 2 3 4 5 6

Credit hr/w 3      

Course Description:  
The course is designed to consolidate student’s 
previous knowledge of English, and bring it up to 
an intermediate level which enables them to enroll 
in ESP Courses related to their respective majors.    Contact  hr/w 4      
General Goal: 
 To teach the four skills of listening, speaking, reading, and writing, as well as improving 
student’s pronunciation and vocabulary knowledge, with main emphasis on teaching 
communication competence in English.      
 Objectives :  
 Upon completion of the course, students will be able to do the following : 

Reading with reasonable comprehension various types of authentic texts using a 
variety of reading skills such as skimming, scanning, reading for details, and making 
inferences.  

Writing medium length English composition using correct grammar, spelling, 
style, punctuation, and suitable vocabulary.  

Engaging in various types of simple  conversations with appropriate fluent   and 
intelligible English, and correct comprehension  

 
L = Lecture Hours, W = Workshop/Laboratory Hours, T = Tutorial Hours 
 
 

Textbook: 
  New interchange English for intermediate international 

communication.   J. Richards with J. Hull and S. Proctor 
        1.  Student’s books 2.   

Additional  
Readings and 

Teaching  
Aids.       

1. Workbook.  2 
2. Audio Cassette or CD. 
3. Video 
4. Teacher’s Manual.  

References: Oxford Word power Dictionary 
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SYLLABUS 

Hrs Contents Instructional Objectives 

4 
 

Unit 1:  A time to 
remember . people; 
childhood; reminiscences   

 

Students will learn and practice the following 
Language functions and grammar rules: 
 
 

1- Introducing & talking about oneself. 
2- Exchanging personal information.  
3- Remembering childhood.  
4-  Asking about someone’s childhood. 
5- Using past tense used to for habitual 

actions. 
 

4 
 

Unit 2:  Caught in the  
rush.  
Transportation;  its 
problems; city  services.  

 

Talking about transportation and its 
problems. 

2.  Evaluating city services.  
3.   Asking for and giving in formation. 
4. Using adverbs of quantity with countable 

and uncountable nouns 
5. Using indirect questions from Wh-

questions 
 

4 

Unit 3:  Time   for change 
. 
Houses and apartment;  
lifestyle changes; wishes    

 

Describing positive and negative features. 
2.  Making comparisons. 
3.  Taking about lifestyle changes.  
4.   Expressing wishes. 
5. Evaluation and comparison with 

adjectives: not…enough, too, not as… as, 
as…as. 

6. Using evaluation and comparison with 
nouns: not enough…, as many…; Wish. 

 

4 

Unit 4:   I’ve  never heard 
of that !   
Food;  recipes;  
instructions ; cooking 
methods.  

 

Talking about food. 
2.  Expressing likes and dislikes. 
3.  Describing a Favorite snack.  
4.   Giving instructions. 
5. Using simple past vs. present perfect; 
6. Using sequence adverbs: first, then, next, 

after that, finally.  
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SYLLABUS 
Hrs Contents Instructional Objectives 

4 
 

Unit 5:  Going places. 
Travel; vacations; plans   

 

1. Describing vacation plans.  
2.  Giving travel advice. 
3.  Planning a vacation. 
4. Using future tense with be going to and 

will. 
5. Modals for necessity and suggestion: have 

to, must, need to, better, ought to, should.  
 

4 

Unit 6:  
Sure, No. problem.  

Complaints; household 
chores; requests; 
excuses;   apologies.   

 

1. Making requests. 
2.  Accepting and refusing requests. 
3.  Complaining. 
4.  Apologizing.  
5.   Giving excuses.  
6.  Using two part verbs. 
7. Will for responsibility to request 
8. Using requests with modals and Would 

you mind…?    
 

4 

Unit  7:  
What is this for? 
Technology; 
instructions 

 

1. Describing technology. 
2.  Giving instructions. 
3.  Giving advice. 
4. Using infinitives and gerunds 
5. Using infinitive complements. 

 

4 

Unit 8:   
Let’s celebrate!  
Holidays; festivals; 
customs,  celebrations . 

 

 
1. Describing holidays, festivals, customs, 

and special events.  
2. Using relative clauses of time. 
3. Using adverbial clauses: before, when, 

after. 
 

4 

Unit 9: 
Back to the future.  
Life in the past, present, 
and future, changes and 
contrast;  consequences 
 

 

 
1. Talking about change. 
2.  Comparing time periods. 
3.  Describing possibilities. 
4. Using time contrasts. 
5. Using conditional sentences with IF 

clauses.  
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SYLLABUS 
Hrs Contents Instructional Objectives 

3 

Unit 10:  
I don’t like working on 
weekends. 
Abilities and skills, job. 
Preferences; personality 
traits.  
Note: The reading passage"  
ARE YOU IN LOVE ?" is 
deleted 

Describing abilities and skills. 
2. Tasking about job preferences. 
3. Describing personality traits. 
4.  Using gerunds. 

Using short responses. 
Using clauses with because.  

 

4 

Unit 11: 
It’s really worth seeing! 
Landmarks; 
monuments; aspects of 
countries; world 
knowledge.  

 

 
Talking about landmarks. And monuments. 
 Describing countries.  
 Discussing facts. 
Using passive with by 
Using passive without by 

 

4 

Unit 12:  
It’s been a long time!  
Information  about 
someone’s past, recent 
past events.   

Asking about someone’s past. 
  Describing recent experiences. 
Using past continuous vs. simple past. 
Using present perfect continuous 

 

- 

 
Unit 13: 
 
This unit is deleted 

 

3 

Unit 14: 
So that’s what it means! 
Nonverbal 
communication; 
gestures and meanings; 
emotions;   signs and 
meanings; drawing 
conclusion; proverbs. 

 

Interpreting body language. 
Explaining gestures and meanings. 
 Describing emotions. 
 Explaining proverbs. 
 Asking about signs and meanings.  
Using modals and adverbs: might, may, 

could, and must, maybe, perhaps probably. 
Using permission, obligation, and prohibition  

 

3 

Unit 15: 
 What would you do?  
Money, hopes;  
Predicaments,; 
Speculations. 

Speculating about past and future events.  
 Describing a predicament.  
 Giving advice and suggestions. 
Using conditional sentences with if clauses 
Using past modals 
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SYLLABUS 
Hrs Contents Instructional Objectives 

3 

Unit 16: 
What’s your excuse? 
Requests; excuses, 
Invitations;  “white lies”   

Reporting what people say. 
 Making requests. 
 Making invitations and excuses. 
Using reported speech: requests. 
Using reported speech. 

3 
Revision 
3 revisions  
 

 

2 Quizzes and exams 
2 exams    
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Administrative 

Technology Major ENGLISH LANGUAGE 
CENTER Department 

ENG. 122 Code ESP I Course Title 
General English Prerequisite 

6543 2 1 Semester 

    3  Credit hr/w 

    4  Contact hr/w 

Course  Description : 
This course intends to introduce  students to 

language knowledge and skills required for  
business English in areas such as business 
administration, accounting, secretarial work, 
marketing, banking, etc. 
General Goal : 

The general goal of the course is to provide students with adequate command of 
business English in order to enhance their abilities and competencies in their future 
career. It also aims to prepare students for a higher course of similar nature ( Business 
Eng. II)  
 Objectives : 
 
1- Reinforcing grammatical competencies in business using English.  
2- Using and understanding business vocabulary and terminology. 
3- Having full command of the necessary writing skills required for business interactions 
and transactions. 
4- Conducting telephone calls, correspondences, etc. 
5- Drilling aural- oral communication skills in business context. 
6- Catering for client needs. 
7- Providing information about business. 
8- Summarizing and writing down information received in workplace.  

 
L = Lecture Hours, W = Workshop/Laboratory Hours, T = Tutorial Hours 
 
 

Roger Barnard & Jeff Cady (2000), Business Venture 1. Oxford 
University Press.  Textbook: 

Mark Irvine& Marion Cadman, Commercially Speaking. Oxford 
University Press. 
Patten J. Banking English. Oxford University Press. 
Hall, E, Accounting in English. . Oxford University Press. 

Additional  
Reading: 

Longman Business English Dictionary( 2000), Pearson Education 
Limited. England. References: 
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Detailed Curriculum (Theory & Practice) 

Instructional  Objectives Contents Hrs 

Students will learn and practice the 
following language functions and 
skills: 
Giving and receiving  information 
Practicing different styles of  
greetings 
Practicing questions and answers in 
simple forms 

Unit 1: FIRST MEETINGS. 
      Introducing yourself: 

- Greeting 
- Personal information 
- Numbers 1-10 4 

 

 
To master the skill of describing a 
job 
                 learning  how to tell the 
time 
                  Asking polite questions 
 

Unit 2: You and your company 
       Introducing yourself: 

- Job description 
- Company activities 
- Companies and jobs 
- Your job 
- Starting a conversation 
- Numbers 11-100 
- Flight departures 
- Socialization 

4 
 

 
Knowing what to say and do when 
meeting business clients  
Learning ways of introducing people 
Mastering how to ask about location 
 
 

Unit 3: VISITING A CLIENT 
- Meeting clients 
- At reception 
- Hospitality 
- Meeting a business person 
- Introducing people 
- Showing visitors around 
- Asking about location 
- Numbers 100-10,000 
- Addresses 
- Office settings 

4 
 

 
Acquiring the skill of describing a 
sequence of events 
Acquiring the skill of telling time 
Learning aspects of office life 
 
 

Unit 4: BUSINESS ACTIVITES 
       Talking about routines: 

- Sequencing  
- Telling the time 
- Work and leisure 
- Describing processes 
- What is my job 
- Office life 

4 
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Detailed Curriculum (Theory & Practice) 
Instructional  Objectives Contents Hrs 

   
Learning how to make telephone calls 

How to talk to the receptionist 
How to arrange a time for a meeting 
 

 

Unit 5: FIXING AN 
APPOINTMENT 
       Making telephone calls: 

- talking to the receptionist 
- Arranging a time to meet 
- Suggesting another time 
- Dates 
- The right time  

4 

 
Acquiring the skills of making requests, 

   making offers 
Giving and receiving orders over the 
phone 
Checking information 
 
 

Unit 6: REQUEST AND OFFERS 
      Telephoning: 

- Placing an order 
- Making requests 
- Making offers 
- Numbers ( decimals)  
- Giving and checking 

information 

4 

 
Learning to talk about one’s company 
                    Talk about one’s career 
 
 

Unit 7: COMPANY AND 
PERSONAL HISTORY 

- Talking about your 
company 

- Company history 
- Talking about your career 
- A career in computers 
- Numbers 10.000 – 1billion 
- Job mobility 

4 

 
Learning how to  
                     Talk about company 
objectives 
                     Discuss planes 
 

Unit 8: MAKING PLANS 
- Talking about company 

objectives 
- Discussing plans 
- A business trip 
- An evening out 
- Numbers: percentages  
- Tipping 

4 

 
Practicing how to 
                   Express opinions and 
preferences 
                    Agree and disagree 

Unit 9: OPINIONS AND 
PREFERENCES 

- expressing opinions 
- Talking about preferences 
- Agreeing and disagreeing 

4 
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Detailed Curriculum (Theory & Practice) 
Instructional  Objectives Contents Hrs 

                     Make comparisons 
                     Interrupt politely 

- Making comparisons 
- Apologizing  

 
Learning how to 
             Ask for and give directions 
             Apologize 
              Invite 
              Use prepositions of place 
              Choose clothes for different 
occasions 

Unit 10: INVITATIONS AND 
DIRECTIONS 

- Asking for directions 
- Giving directions 
- Apologizing 
- Inviting 
- Numbers: travel schedules 
- Dress for the occasion 

4 

 
Mastering how to 
           Offer food and drink 
            Order food and drink in restaurant 
            Entertain at home 
             Entertain business clients 

Unit 11: ENTERTAINING 
- Offering food and drink 
- Ordering food at a 

restaurant 
- Numbers: prices 
- Entertaining at home 
- Entertaining clients 

4 

 
Mastering how to 
                     Say goodbye 
                      Give and receive gifts 
 

Unit 12: SAYING GOODBYE 
- Saying goodbye 
- Giving and receiving gifts 
-  Gift-giving customs around 

the world 

4 

 
 

 
Revision 
 
Quizzes and exams have been 
considered 

8 
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 يدعم فن لتخصصا لحاسباتقنية  لقسما

  طبيقات الحاسب المتقدمةت سم المقررا
Advanced Computer Applications حال102 لرمزا 

 حال 101 تطلب سابقم

 :صف المقررو

567 4 3 2 1 لفصلا

    5    الساعات المعتمدة

    0    حاضرةم

   10    مليع

حتوى المقرر على عدة موضوعات تمكن الدارس ي

ر التطبيقات ة لأشهممن التعرف على الإمكانيات المتقد

التي تساعد مستخدمي   office applicationsالمكتبية

 .الحاسب في إنجاز أعمالهم بصورة احترافية
ساعات 

 الاتصال

 /ساعة(

 )أسبوع
    0    مرينت

 

 :لهدف العام من المقرر ا
بصورة احترافية   office applications استخدام أشهر التطبيقات المكتبيةىف المقرر إلى تدريب الدارس علهدي

professional. 

 

  :لأهداف السلوكيةا

 :  أن  قادر علىالمتدرب ن يكون أ
 بصورة احترافية   text processingستخدام برامج تحهيز النصوصا[1]  

 ورة احترافيةصب   electronic tablesاول الإليكترونيةستخدام برامج تحهيز الجدا[2]
  صورة احترافيةبdatabases  ستخدام برامج قواعد البيانات ا[3] 
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 ) :النظرية والعملية(لمواضيع ا

   Text processing رامج تجهيز النصوصب •
  Electronic tablesبرامج الجداول الإليكترونية •
 Databasesبرامج قواعد البيانات  •

دعم فنيامج ندرس هذا المقرر ضمن بر ي*  .  
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 لمنهج التفصيلي العمليا

 الأهداف السلوكية المحتوى لساعاتا
 تالمهام ذا

 العلاقة

12 

   Text processing النصوصرامج تجهيز ب

 listsوالقوائم  marginsلهوامش ا •
o نشاء الهامشا 
o تغير محتوى الهامش 
o  أنشاء قائمة غير مرتبةbulleted list  
o  أنشاء قائمة مرتبةnumbered list 
o  استخدام المسطرةruller  
o تحكم فى المسطرةلا 
 multipleلتعامل مع المستندات المتعددة الصفحاتا •

page documents   
o هاية الصفحة نpage breaks  
o  إدراج نهاية الصفحةinserting page break  
o إذالةremoving الصفحة   نهاية 
o  التفتيش عن كلمةsearch 
o  الأنماطstyles 
o  خريطة المستندdocument map 
o ت االهوامش والترويسheaders and footers  
o دراج حاشية إinserting footnote  
o دراج رسم إinserting graphic 
 document proofingدقيق النصوص ت •

o لتدقيق الأملائى اspelling checking 
o  التدقيق النحوىgrammar checking 
o قائى التدقيق التلauto correction 
o  استبدال النصوصreplacement 
o ترونية الأضافيةكالقواميس الإلي 

 
 Tablesلجداول ا 

o نشاء الجداول إcreating tables 

[1] C5, C6, D7, 
E6 
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o  دمج الخلاياmerging cells 
o  تنسيق الخلاياcells formatting 
o  تغير الأطرborders 
o غير الظلال تshading 

 Mail Mergeلدمج البريدى ا 
o للبيانات نشاء مصدرإ creating data source  
o  إنشاء المستند الرئيسىcreating main document  
o إدراج التاريخ الحالى 
o أجراء الدمج البريدىperforming mail merge  

 templatesلتعامل مع هياكل المستندات ا 
o لهياكل الأساسيةاinstalled templates   
o  التمائمwizards  
o  أنشاء مستند هيكلىcreating a template  
o أجراء الدمج البريدىperforming mail merge  
o الجدول فصنيت sorting a table 

12 

  Electronic tablesرامج الجداول الإليكترونيةب

 organizing dataنظيم البيانات ت •
o ستخدام نموذج البيانات اdata form 
o  تحرير سجلrecord editing ذج البياناتباستخدام نمو 
o  التصنيف باستخدا حقل وحيدsorting on one field  
o باستخدام عدة حقول  التصنيفsorting on multiple 

fields 
o  استخدام المرشحات التلقائيةauto filters 
 
 printing worksheetsباعة الجداول ط •

o عاينة ماقبل الطباعة مprinting preview 
o  توجيه الصفحةpage orientation 
o دى الخلية مcell range 
o  الترويسات والحواشىheaders and footers  
o الصفحة  نهايةpage break 
o  تكرار العناوينrepeating titles  
o  توسيط المطبوعاتcentering printouts  

 

[2] C1, C5, C6 
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 working with templatesلتعامل مع الهياكل ا 
o نشاء الهيكل إcreating a template 
o تخزين الهيكل 
o ساً هلى هيكل فتح ملف تأسيopening a file based on 

a template  
o  أعداد الهيكلediting a template   
o  الهياكل الأساسية للبيئةinstalled templates  

   Working with Macrosلتعامل مع البريمجات ا 
o سجل البريمجة مMacro recorder  
o  تشغيل البريمجةrunning a macro 
o  أسناد البريمجة إلى زرassigning a macro to a 

button   

24 

  Databasesت ارامج قواعد البيانب

 قدمة م •
o همية برامج قواعد البياناتأ 
o  قواعد البيانات العلاقيةrelational databases 
  basic skillsبرات أساسية خ •

o حميل البيئة ت 
o وصف البيئة 
o  تخليق قاعدة بيانات 
o تخزين القاعدة 
o عدةأغلاق القا 
o فتح قاعدة بيانات سابقة 
 Tablesلجداول ا •

o البيانات ضافة جدول جديد إلى قاعدةأ 
o خزين تصميم الجدولت 
o تعديل تصميم الجدول 
o  مفتاح الجدول الأساسىprimary key 
o ضافة سجلات جديدة أnew records 
o باعة الجدولط 
o لتصنيف والبحث والترشيح اsorting, searching and 

filtering 
 

[3] G1 to G6 
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  Queryingم لأستعلاا •
o بيعة الأستعلامط 
o  الأختيار البسيطsimple select 
o تعلام ستنفيذ الأrunning query 
o  استخدام المعايرcriteria 
o  المعاير المتعددةmultiple criteria 
 
 
  Formsلنماذج ا •

o ناء النموذج ب  
o  أضافة الحقولfields 
o استخدام النماذج المتعددة 
o  الأستعلام باستخدام النماذج 

 Reportsتقارير لا 
o صميم التقريرت 
o الأستعلام والتقارير 
o طباعة التقارير 

 
 
 

 المراجع
• Microsoft Office Documentation Microsoft Company  
• An Introduction to Office 2000 Prentice Hall, 2000. 
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אאא،א

אK

אא
אאאא



4

א–W
אאאאא

אאאא
אא،אא

אאK

אא
אאאא



4

א–W
אאאאא

אאאאאאא
אאאא،א

אאK

אא
אאאא



8

א–W
אאאא

אאאא
،אאאאאא،

אאאאK

אא
אאאא



10
W

אאאאא
אאאאK

אא
אא







אאאא
 אאא              אאא
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1E  אK ، W א ،א   א 

א אא ،א Wא א א א{F ،א
،אא1991אKE 


2E  א א  א א–א  א א אא 

אאאאאאאאWאא
אא{F،אאא،2005KE 

 
3E  א אא ،א א  ،א   א 

א א  א Wא אא א א{F ،א
،אא1408אKE 

 
4E א  ،א  ،  ،א  א ، 

אא،אF،אאאא،1996KE 
 

5E א א א א ،  {F א א ،
،א2002KE 



אא

 


