
Fall 2026 Edition

Published by: Zenith Academic Press | Contact: +1 438 449 8038 1 / 69

STUDENT COMPANION MANUAL

Business English II

Your Worksheets for Career and Workplace Communication

Quebec Competency-Based Approach · Summer Intensive Session

Fall 2026 Edition, aligned with the Nouvelles compétences ministerial program

Units 1 to 15 · Worksheets, Checklists, and Vocabulary

Prepared by:

Didimus Zencha Ayeseh, M.A., M.Ed., LL.B., DIPES II, DIPESS I



Fall 2026 Edition

Published by: Zenith Academic Press | Contact: +1 438 449 8038 2 / 69

Table of Contents

Table of Contents .................................................................................................................. 2

Welcome ................................................................................................................................8

How the Course Is Graded .................................................................................................8

Your Pathway .....................................................................................................................8

Your Progression Portfolio ................................................................................................. 9

Your Course Map ...............................................................................................................9

Your Learning Buddy ......................................................................................................... 9

Daily Real-World Language Contact ................................................................................10

How You Will Interact in Class ......................................................................................... 10

The External Connection Phase ...................................................................................... 10

Part 1 - Units 1 to 5: Know Your Value and Research a Real Employer ............................. 12

Unit 1 - Course Orientation and the Value-Proposition Mindset .......................................... 13

By the End of This Unit, You Will Be Able To .................................................................. 13

Worksheet 1: Verb Tense Reference ...............................................................................13

Worksheet 2: Diagnostic Writing Sample .........................................................................13

Extension Activity: Quebec and Cameroon Context ........................................................ 14

Unit 2 - Concession Sentences: Proving Your Value .......................................................... 15

By the End of This Unit, You Will Be Able To .................................................................. 15

Grammar Reference: Concession Clauses ......................................................................15

Worksheet 3: Concession Sentences .............................................................................. 15

Worksheet 4: My Value Proposition Canvas ....................................................................15

Extension Activity: Quebec and Cameroon Context ........................................................ 15

Unit 3 - Reading Strategies and Job-Market Research ....................................................... 17

By the End of This Unit, You Will Be Able To .................................................................. 17

Worksheet 5: Reading Strategy Notes .............................................................................17

Reading Quiz 1: What to Expect ...................................................................................... 17



Fall 2026 Edition

Published by: Zenith Academic Press | Contact: +1 438 449 8038 3 / 69

Extension Activity: Quebec and Cameroon Context ........................................................ 17

Unit 4 - Listening Strategies and the Case for Hiring on Ability ........................................... 18

By the End of This Unit, You Will Be Able To .................................................................. 18

Worksheet 6: Guided Notes .............................................................................................18

Worksheet 7: Two-Sentence Argument ........................................................................... 18

Extension Activity: Quebec and Cameroon Context ........................................................ 18

Unit 5 - Writing the Cover Letter .......................................................................................... 20

By the End of This Unit, You Will Be Able To .................................................................. 20

The Six-Part Business Letter Format ............................................................................... 20

Worksheet 8: My Fit Analysis ...........................................................................................20

Extension Activity: Quebec and Cameroon Context ........................................................ 20

EXAM BANKS—UNITS 1–15 ..............................................................................................21

PART 1: UNITS 1 TO 5: KNOW YOUR VALUE AND RESEARCH A REAL

EMPLOYER- QUESTION BANK..................................................................................... 21

Section A: Grammar (Units 1 to 5) ................................................................................... 21

Unit 1: Verb Tenses for Professional Self-Introduction ...........................................21

Unit 2: Concession Clauses and Imperatives .........................................................22

Unit 3: Modals of Possibility ....................................................................................22

Unit 4: Past Tenses and Reported Speech ............................................................ 22

Unit 5: Present Perfect and Formal Register ..........................................................22

Section C: Reading Comprehension (Units 1 to 5) .......................................................... 24

Reading Text C.1: Why Qualified Graduates Do Not Always Apply (Unit 3) .......... 24

Reading Text C.2: Skills over Titles: A Shift in How Employers Screen

Candidates (Unit 4) .................................................................................................25

Reading Text C.3: The Logic Behind the Six-Part Business Letter (Unit 5) ............26

Section D: Listening Comprehension (Units 1 to 5) ......................................................... 27

Listening Activity D.1: Chris Gardner on Product-Market Fit (Unit 1) ..................... 27

Listening Activity D.2: Jason Shen, Look for a Job? Highlight Your Ability, Not

Your Experience (Unit 4) ........................................................................................ 28

Section E: Writing, Including Essay Prompts (Units 1 to 5) ..............................................28



Fall 2026 Edition

Published by: Zenith Academic Press | Contact: +1 438 449 8038 4 / 69

E1: Guided Paragraph (Unit 1) ............................................................................... 28

E2: Guided Value Proposition Canvas Write-Up (Unit 2) ....................................... 28

Essay Prompt E3: Proving Value Beyond a Skills List (Unit 1) ...............................29

Essay Prompt E4: Reading Ability into a Résumé (Unit 3 and Unit 4) ....................29

Essay Prompt E5: The Cover Letter (Unit 5, Writing Exam) ...................................30

Essay Prompt E6: A Second Opinion on Hiring (Unit 3 and Unit 4, Cross-

Cultural) ..................................................................................................................31

Section F: Speaking and Oral Interaction (Units 1 to 5) ...................................................31

Section F Evaluation Criteria .................................................................................. 32

Section G: Mixed Grammar Test, Units 1 to 5 ................................................................. 32

Part 2 - Units 6 to 10: Apply for a Real Job and Analyse a Real Organisation .................... 33

Unit 6 - The Interview: The STAR Method ...........................................................................34

By the End of This Unit, You Will Be Able To .................................................................. 34

Reference: Common Questions and Strategy ................................................................. 34

Worksheet 9: STAR Practice ........................................................................................... 34

Worksheet 10: Self-Evaluation .........................................................................................34

Extension Activity: Quebec and Cameroon Context ........................................................ 35

Unit 7 - Formal Written Communication in the Workplace ...................................................36

By the End of This Unit, You Will Be Able To .................................................................. 36

Reference: Polite Requests ............................................................................................. 36

Worksheet 11: Draft and Peer Review .............................................................................36

Extension Activity: Quebec and Cameroon Context ........................................................ 36

Unit 8 - The Oral Interview, Applied .....................................................................................38

By the End of This Unit, You Will Be Able To .................................................................. 38

Reference: Indirect Questions ..........................................................................................38

Worksheet 12: Panel Interview Prep ................................................................................38

Extension Activity: Quebec and Cameroon Context ........................................................ 38

Unit 9 - Listening for Structure .............................................................................................39

By the End of This Unit, You Will Be Able To .................................................................. 39



Fall 2026 Edition

Published by: Zenith Academic Press | Contact: +1 438 449 8038 5 / 69

Worksheet 13: Listening Grid ...........................................................................................39

Extension Activity: Quebec and Cameroon Context ........................................................ 39

Unit 10 - The Workplace Analysis Report ............................................................................40

By the End of This Unit, You Will Be Able To .................................................................. 40

Worksheet 14: Report Outline ..........................................................................................40

Extension Activity: Quebec and Cameroon Context ........................................................ 40

Section A: Grammar (Units 6 to 10) ................................................................................. 41

Unit 6: Narrative Past for STAR Answers ...............................................................41

Unit 7: Modals of Request and Passive Voice ........................................................41

Unit 8: Indirect and Embedded Questions ..............................................................41

Unit 9: Noun Clauses and Reported Statements ....................................................42

Unit 10: Comparatives and Superlatives ................................................................ 42

Section B: Vocabulary (Units 6 to 10) .............................................................................. 42

Section C: Reading Comprehension (Units 6 to 10) ........................................................ 43

Reading Text C.4: The STAR Method, and Why Structure Beats Memory (Unit

6) ............................................................................................................................ 43

Reading Text C.5: Why Passive Voice Has a Place in Professional Writing

(Unit 7) ....................................................................................................................44

Reading Text C.6: Reading the Room Before You Speak: Panel Interview

Strategy (Unit 8) ..................................................................................................... 45

Section D: Listening Comprehension (Units 6 to 10) ....................................................... 45

Listening Activity D.3: Tell Me About Yourself, a Three-Part Formula (Unit 6) ....... 46

Listening Activity D.4: Best Answers, the STAR Method (Unit 6) ........................... 46

Listening Activity D.5: Panel Interview Simulation (Unit 8) ..................................... 47

Section E: Writing, Including Essay Prompts (Units 6 to 10) ............................................47

E1: Guided Peer Feedback Write-Up (Unit 7) ........................................................ 47

Essay Prompt E2: Choosing the Right Register (Unit 7) ........................................ 47

Essay Prompt E3: The Case for a Panel-Ready Question (Unit 8) ........................ 48

Essay Prompt E4: The Workplace Analysis Report (Unit 10, Portfolio

Checkpoint 2) ......................................................................................................... 48

Essay Prompt E5: A Second Reading on Business Voice (Unit 7 and Unit 9) ....... 49

Section F: Speaking and Oral Interaction (Units 6 to 10) .................................................50



Fall 2026 Edition

Published by: Zenith Academic Press | Contact: +1 438 449 8038 6 / 69

Section F Evaluation Criteria .................................................................................. 50

Section G: Mixed Grammar Test, Units 6 to 10 ............................................................... 51

Part 3 - Units 11 to 15: Present Professionally on Your Research ...................................... 52

Unit 11 - Conditionals for Recommendations; Portfolio Planning ........................................ 53

By the End of This Unit, You Will Be Able To .................................................................. 53

Reference: First and Second Conditional ........................................................................ 53

Worksheet 15: Conditional Practice ................................................................................. 53

Worksheet 16: Research Portfolio Outline ....................................................................... 53

Extension Activity: Quebec and Cameroon Context ........................................................ 54

Unit 12 - Comprehensive Review and Sentence Variety .....................................................55

By the End of This Unit, You Will Be Able To .................................................................. 55

Reference: Frequency Adverbs ....................................................................................... 55

Worksheet 17: Grammar Review..................................................................................... 55

Extension Activity: Quebec and Cameroon Context ........................................................ 55

Unit 13 - The Research Portfolio ......................................................................................... 56

By the End of This Unit, You Will Be Able To .................................................................. 56

Worksheet 18: Choose Your Format ................................................................................56

Worksheet 19: Planning Checklist ................................................................................... 56

Extension Activity: Quebec and Cameroon Context ........................................................ 57

Unit 14 - Final Presentations, Group 1 ................................................................................ 58

By the End of This Unit, You Will Be Able To .................................................................. 58

Individual or Pair Presentation ......................................................................................... 58

Worksheet 20: Presentation Checklist ............................................................................. 58

Extension Activity: Quebec and Cameroon Context ........................................................ 58

Unit 15 - Final Presentations, Group 2, and Course Reflection ........................................... 59

By the End of This Unit, You Will Be Able To .................................................................. 59

Worksheet 21: Course Reflection .................................................................................... 59

Extension Activity: Quebec and Cameroon Context ........................................................ 59



Fall 2026 Edition

Published by: Zenith Academic Press | Contact: +1 438 449 8038 7 / 69

Vocabulary Reference ......................................................................................................... 60

PART 3: UNITS 11 TO 15: PRESENT PROFESSIONALLY ON YOUR RESEARCH-

QUESTION BANK ............................................................................................................... 60

Section A: Grammar (Units 11 to 15) ............................................................................... 60

Unit 11: First and Second Conditional .................................................................... 60

Unit 12: Frequency Adverbs and Sentence Variety ................................................61

Unit 13: Concession and Conditional Combined .................................................... 61

Units 14 and 15: Spoken Grammar Consolidation ................................................. 61

Section B: Vocabulary (Units 11 to 15) ............................................................................ 61

Section C: Reading Comprehension (Units 11 to 15) ...................................................... 62

Reading Text C.7: Writing a Recommendation an Employer Will Actually Read

(Unit 11) ..................................................................................................................62

Reading Text C.8: What a Research Portfolio Is Actually For (Unit 13) ................. 63

Section D: Listening Comprehension (Units 11 to 15) ..................................................... 64

Listening Activity D.6: Structured Note-Taking Clip for the Mixed Quiz (Unit 12) ... 64

Listening Activity D.7: Final Presentation Exemplar (Units 14 and 15) ...................64

Section E: Writing, Including Essay Prompts (Units 11 to 15) ..........................................65

E1: Guided Portfolio Outline (Unit 11) .................................................................... 65

Essay Prompt E2: The Research Portfolio (Unit 13, Writing Exam) ....................... 65

Essay Prompt E3: What I Would Tell Next Term's Class (Unit 15, Reflection

Essay) .................................................................................................................... 66

Essay Prompt E4: Comparing Two Recommendations (Unit 11 and Unit 13,

Cross-Unit) ............................................................................................................. 66

Section F: Speaking and Oral Interaction (Units 11 to 15) ............................................... 67

Section F Evaluation Criteria: Final Speaking Exam (10%) ....................................67

Section G: Mixed Grammar Test, Units 11 to 15 ............................................................. 68

Cross-Bank Section: Mixed and Integrative Tasks .............................................................. 68


	Table of Contents

