
0 
 

                                                                                   Teacher: 

                                                                                     Marleny Cepeda 

Annerys Vasquez   

  
English for 
Accounting 

 

 

 

 

 

 

 

 

 

 



1 
 

 

 

 

YOUR PERSONAL INFORMATION. 

 

 

 

 

 

 

 

 

                                   

 

                      FULL NAME________________________________________ 

                      GRADE ____________________________________________ 

                      SCHOLAR YEAR ___________________________________ 

 

 

 

 

 

 

 

 

 



2 
 

 

 

 

                                     CONTENTS: 

 

UniT 1    

Vocabulary: 

- Personal introduction. -----------------------------------------------------------------8 

-           Office equipment/ Office supplies .--------------------------------------------------11 

-            Useful expressions for the office----------------------------------------------------17 

-            Accounting vocabulary --------------------------------------------------------------19 

-           The CV (Curriculum Vitae) ----------------------------------------------------------22 

- The job interview.  ---------------------------------------------------------------------26 

 

Grammar : 

- Simple present --------------------------------------------------------------------------30 

UNIT 2   

  Vocabulary :   

- The phone call. ---------------------------------------------------------------------------35 

- The letter. ---------------------------------------------------------------------------------37 

- E-mail --------------------------------------------------------------------------------------43 

- The report. ---------------------------------------------------------------------------------49 
 

Grammar : 

- Phrasal verbs for phone call. ------------------------------------------------------------52 

- Simple past --------------------------------------------------------------------------------53 

UNIT 3   

. Vocabulary :   

- Money and different ways of payment. ------------------------------------------------57 

- Services-------------------------------------------------------------------------------------59 



3 
 

 

Grammar : 

- Modal verbs: Must, may, should, have to,  ought to-----------------------------------63 

-    Phrasal verbs about employment.  ----------------------------------------------------66               

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4 
 

 

 

 

Commands for the classroom:  

 
 

 



5 
 

 

 

Permissions and classroom expressions:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



7 
 

 
 

       Unit 1 
  
  
 
 
 
 

You´re going to learn:  
 
 

Vocabulary: 

- Personal introduction.  

- Office equipment / Office supplies . 

-           Useful expressions for the office 

-           Accounting vocabulary  

-           The CV (Curriculum Vitae)  

- The job interview.  

 

Grammar : 

- Simple present  

 
ACHIEVEMENT INDICATORS:  
 
 

Interactúa con respeto hacia sí mismo/a y las demás personas, valorando la identidad social y cultural 
propia y la de otros países. 
 
Usa adecuadamente fórmulas habituales para iniciar, mantener y finalizar situaciones comunicativas 
propias del entorno profesional, tales como: presentaciones, reuniones, entrevistas, llamadas 
telefónicas, videoconferencias, etc. 
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vocABULARY unit 1 
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Exercises:  
I. Read and answer the questions:  
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I. Introduce yourself, create a virtual presentation--- follow the teacher´s instructions:  
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
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VOCABULARY: OFFICE EQUIPMENT AND SUPPLIES 

 

 
 

 

GO TO THE WEBSITE AND PRACTICE:  
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https://www.learnenglish.com/vocabulary/office-equipment/learn-office-equipments-vocabulary-

in-english/  

Exercises: 

I. Match the pictures with the terms:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.learnenglish.com/vocabulary/office-equipment/learn-office-equipments-vocabulary-in-english/
https://www.learnenglish.com/vocabulary/office-equipment/learn-office-equipments-vocabulary-in-english/
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II. Listen and point the next office supplies:  

1. Rubber bands.  

2. Scissors. 

3. Pencil case 

4. Sharpener  

5. Usb drive  

6. Paper clip 

7. Notebook  

8. Binder clip  

9. Pen  

10.Liquid paper  
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READING 
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VOCABULARY:  

MEANING IN ENGLISH OF OFFICE SUPPLIES AND EQUIPMENT:  

https://promova.com/english-vocabulary/office-supplies-vocabulary  

• Calculator: something used for making mathematical calculations.  

• Pen: stationary stuff for writing or drawing with ink. 

• Pencil: a writing stationary stuff with a graphite or colored core; requires 

sharpening. 

• Marker: a pen with a broad tip; used for coloring or highlighting. 

• Highlighter: a type of marker; used to emphasize text by marking it in 

bright colors. 

• Eraser: a piece of rubber or plastic; used to remove pencil marks. 

• Ballpoint Pen: a pen that uses a ball to dispense ink onto paper. 

• Fountain Pen: a sophisticated pen with a nib; uses liquid ink from a 

cartridge or converter. 

• Whiteboard Marker: a marker used for writing on whiteboards; 

erasable. 

• Ink Cartridge: a replaceable component of a fountain pen; contains ink. 

• Notebook: a book of blank or lined pages; used for writing or note-

taking. 

• Post-it Notes: small adhesive pieces of paper; used for short 

reminders. 

• Envelope: a flat paper container; used to send letters or documents. 

• Folder: a binder of paper or plastic; used to hold and organize 

documents. 

• File Cabinet: a piece of furniture with drawers; used to store files and 

documents. 

• Stapler: a device that binds papers together; uses metal fasteners. 

• Paper Clip: a piece of bent wire; used to hold papers together. 

https://promova.com/english-vocabulary/office-supplies-vocabulary
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• Rubber Band: a loop of stretchy material; used to bundle items 

together. 

• Desk Organizer: a container with compartments; helps organize small 

desk items. 

• Tape Dispenser: a holder for adhesive tape; allows easy tearing and 

dispensing. 

• Bulletin Board: a board for displaying notices or photos, often using 

pins or tacks. 

• Push Pin: a small pin; used to attach items to bulletin boards. 

• Clipboard: a board with a clip; holds papers in place. 

• Staple Remover: a tool; used to remove staples from paper. 

• Ruler: a straight-edged strip; measures length and assists in drawing 

straight lines. 

• Scissors: a tool with two blades; used to cut paper and other materials. 

• Glue Stick: a solid adhesive; applied by rubbing it onto a surface. 

• Canvas: a fabric surface; used for painting. 

• Easel: a stand; supports canvas or boards during painting or display. 

• Calendar: a chart showing days, weeks, and months; helps track dates 

and appointments. 

• Agenda: a book; organizes and plans daily activities and appointments. 

• Business Card: a small card; displays personal contact information. 

• Desk Lamp: a lamp; provides focused lighting on a desk. 

• Hand Sanitizer: a liquid or gel; cleans hands without water. 

 

EXERCISES:  

I. Choose 10 expressions from the 

vocabulary, make a glossary or a 

concept map--- in the notebook.  

https://promova.com/english-vocabulary/vocabulary-for-business
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USEFUL EXPRESSIONS FOR THE OFFICE:
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➢ READ AND MATCH:  
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VOCABULARY FOR ACCOUNTING: 
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I. Write the meaning in English of:  

- Mortage ______________________________________________________________ 

- Asset ________________________________________________________________ 

- Liability ______________________________________________________________ 

- Ledger _______________________________________________________________ 

- Inventory _____________________________________________________________ 
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II. Go to the website and practice:  

https://wordwall.net/resource/29677855/accounting-vocabulary-1  

 

III. CHOOSE 5 TERMS FROM THE VOCABULARY AND PRACTICE THE 

MEANING (IN THE NOTEBOOK):  

FOLLOW YOUR TEACHER´S INSTRUCTION.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://wordwall.net/resource/29677855/accounting-vocabulary-1
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THE CV (CURRICULUM VITAE)  

VOCABULARY:  

1) Personal information – details about who you are  

 

2) About me – an informal sentence or paragraph about you  

 

3) Full Name – your first and last (family) name 

 

4) Undergraduate – bachelor level at a college/university 

 

5) Graduate – Master’s level studies at a college/university 

 

6) Address – street, city, state, and country where you live  

 

7) Phone – your primary contact phone number 

 

8) Email – electronic mail. This will likely be the primary way your future employer will contact 

you.  

 

9) Schools – the school(s) you attended for your studies 

 

10) College – higher education institution 

 

11) Graduation date – the date you completed your degree(s) 

 

12) Professional experience – the experience you have so far at any jobs 

 

13) Positions Held – list of jobs you have held so far 

 

14) Dates worked – amount of time worked at previous jobs 

 

15) Skills – abilities you have  

 

16) Soft skills – personal attributes that enable someone to interact effectively and harmoniously 

with other people 

 

17) Hard skills – technical skills 

 

18) Leadership – act of leading a group of people or organization 

 

19) Teamwork – combined action of a group of people, especially when effective and efficient 

 

20) Position – professional role within an institution 
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21) Cover letter – one page introduction and overview of experience and skills 

 

22) Qualifications – reason why someone is suitable for a job 

 

23) Reference – person who an employer can contact to verify your skills and work history 

 

24) Volunteer Work – model of unpaid work widely accepted as a way to gain professional 

experience 

 

25) Extracurricular Course – courses that complement the study load, whether for work or 

college/university 

 

26) Major accomplishments – main achievements of previous jobs 

 

27) Nationality – status of belonging to a country  

 

28) Intern  – a person who is specializing in an area of training and is starting to develop 

activities in a company 

 

29) Working knowledge – knowledge of how to make something work without any deeper 

understanding of why it works 

 

30) Language Proficiency – your knowledge of the languages you speak and the level of 

fluency in each of them. 

 

        – Beginning: when you are starting your studies and acquiring the basics. 

 

         – Intermediate: when you have already started your studies and are a little more focused on       

the details 

 

         – Advanced: when you already have knowledge of different vocabularies related to the 

language you are learning 

 

         – Fluent: when you have mastered reading, writing, speaking and listening skills in a new 

language 

 

         – Native speaker: when you have learned a language since birth 
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SAMPLE  
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✓ DESIGN YOUR CURRICULUM VITAE:  

FOLLOW THE TEACHER INSTRUCTIONS:  

 

 

 

 

 

 

 

 

Job interview! 
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➢ BE READY FOR YOUR JOB INTERVIEW. GOOD 

LUCK.  

➢ FOLLOW YOUR TEACHER´S  INSTRUCTIONS.  
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Grammar unit 1 

1.5 Simple present tense. 

Verb to be :  
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Activities : 

 

➢ Complete using the verbs into simple present, add s, es when necessary.  

1. I usually ____________________(go) to school. 

2. They _________________________(visit) us often. 

3. You __________________________(play) basketball once a week. 
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4. Tom ____________________________ (work) every day. 

5. He always ____________________________(tell) us funny stories. 

6. She never _____________________________ (help) me with that! 

7. Martha and Kevin ______________________ (swim) twice a week. 

8. In this club people usually ___________________________ (dance) a lot. 

9. Linda ___________________________________ (take care) of her sister. 

10. John rarely _____________________________ (leave) the country. 

11. We ________________________________ (live) in the city most of the year. 

12. Lorie ________________________________ (travel) to Paris every Sunday. 

13. I ________________________________ (bake) cookies twice a month. 

14. You always __________________________ (teach) me new things. 

15. She _________________________________ (help) the kids of the neighborhood. 

 

EXTRA PRACTICE → 

I. GO TO THE PAGE AGENDAWEB TO COMPLETE THE ACTIVITY OF THE SIMPLE PRESENT 
TENSE : USE THE LINK--- https://agendaweb.org/exercises/verbs/present/affirmative-forms-2 

 

II. GO TO THE PAGE AGENDAWEB TO COMPLETE THE ACTIVITY WITH THE SIMPLE 
PRESENT NEGATIVE : USE THE LINK  https://agendaweb.org/exercises/verbs/do-does-
exercises/negative-1.htm 
 

III. GO TO THE PAGE ENGLISHROOM.COM TO COMPLETE THE VIRTUAL ACTIVITY ABOUT 
THE SIMPLE PRESENT NEGATIVE. USE THE LINK :   
 

 http://www.english-room.com/grammar/presentsimpletense_dodoesnot_1.htm  

 

 

 

 

 

 

 

 

 

 

 

 

 

https://agendaweb.org/exercises/verbs/present/affirmative-forms-2
https://agendaweb.org/exercises/verbs/do-does-exercises/negative-1.htm
https://agendaweb.org/exercises/verbs/do-does-exercises/negative-1.htm
http://www.english-room.com/grammar/presentsimpletense_dodoesnot_1.htm
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Reading comprehension:  
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Unit 2 
 
 
 
 
 
 
 

You´re going to learn:  
 
 

 
    Vocabulary :   

- The phone call.  

- The letter.  

- E-mail  

- The report.  

Grammar : 

- Phrasal verbs for phone call.  

- Simple past  

ACHIEVEMENTS INDICATORS:  

Interpreta el sentido general, la información esencial, los puntos principales y los detalles más relevantes 

de mensajes orales directos (conversaciones, avisos, llamadas telefónicas, intervenciones, debates, 

conferencias, presentaciones, etc.) o recibidos mediante formatos electrónicos (videos, grabaciones de 

audio, radio, televisión), emitidos en inglés y relativos al ámbito profesional, siempre que se expresen en 

lenguaje estándar, a velocidad media y con posibilidad de aclaraciones. 

 

Interpreta correctamente el contenido global de mensajes escritos en inglés en formato físico, digital o 

virtual (cartas, faxes, mensajes, informes, manuales, correos electrónicos, avisos, horarios, etc.) 

relacionados con el ámbito técnico y profesional, siempre que se utilice un lenguaje estándar, 

identificando registros con mayor o menor grado de formalidad, en función de la intención comunicativa 

y del contexto de la comunicación. 

 

Produce textos claros escritos en inglés sobre temas relacionados con el entorno profesional (cartas, 

faxes, mensajes, informes, correos electrónicos, etc.) en formato físico, digital o virtual, adecuados a la 

situación de comunicación y de registro, y correctos en cuanto a la forma, cohesión y coherencia. 
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Vocabulary UNIT 2. 

The phone call  
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• Role-play a conversation with a classmate between an office employee 
and a client.  

Employee  Client  
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                      The letter:  

 
 
A letter is a written message that can be handwritten or 
printed on paper. It is usually sent to the recipient via mail or 
post in an envelope, although this is not a requirement as 
such. Any such message that is transferred via post is a letter, 
a written conversation between two parties. 
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- Clic on the link and practice:  

https://www.liveworksheets.com/w/en/english-second-language-esl/55265  

     https://www.liveworksheets.com/w/en/english-second-language-esl/1041656  

 

 

https://www.liveworksheets.com/w/en/english-second-language-esl/55265
https://www.liveworksheets.com/w/en/english-second-language-esl/1041656
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sample 
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EXERCISES:  

WRITE A FORMAL LETTER TO AN ENTERPRISE USING 

´´WORD´´ AND FOLLOW THE TEACHER´S 

INSTRUCTIONS:  
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VOCABULARY: E-MAIL 
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45 
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EXERCISES: 
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PRACTICE AND SEND AN EMAIL TO THE 

TREACHER:  

➢ FOLLOW THE TEACHER INSTRUCTIONS. 
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THE REPORT:  

 

                       TYPES OF REPORTS 

 

 

 

 

 

 

PARTS:  

 • ANNEXES 

• BIBLIOGRAPHY 
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EXERCISES:  

I. Write the parts of the report:  

1. Annexes                     2.  Introduction                   3. Conclusion                 4. Body           5. 

Bibliography  

 

 

 

 

 

 

 

 

 

 

 

 

 

_________________________________________________________________________ 

 

Break out English 

 https://breakoutenglish.com/b2/how-to-write-a-report/  

_________________________________________________________________________ 

 

 

 

                 

https://breakoutenglish.com/b2/how-to-write-a-report/
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Grammar UNIT 2 
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SIMPLE PAST 
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EXERCISES:  

 
I. WRITE ABOUT YOUTR EXPERIENCE IN YOUR INTERSHIP LAST 

WEEK:  

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 
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        Unit 3 
 
 
 
 
 
 
 

You´re going to learn:  

 

Vocabulary :   

- Money and different ways of payment.  

- Services  

 

Grammar : 

- Modal verbs: Must, may, should, have to,  ought to 

-    Phrasal verbs about employment.              

 

Achievement indicators:  

Interpreta adecuadamente la información contenida en mensajes, documentos, textos y manuales 

escritos en inglés sobre operaciones y funciones propias del entorno profesional. 

 

Posee ánimo de colaboración y trabajo en equipo. 
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Vocabulary unit 3 

 

Money and different ways of payment 
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Vocabulary:  
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Reading  

What Fresh Graduates Should Know about Their First Jobs 

 

For recent graduates, internships may become a stepping stone to full-

time, paid employment. Before accepting an offer to work as an intern you 

should get some information about the company’s reputation of procuring 

their interns and decide accordingly. If they usually hire one intern but 

have tens of employees working day and night, it is better to look for other 

companies. The best place to have an internship position is an organization 

that gives you an opportunity to gain real work experience and develop 

your skills instead of using you as a cheap worker. 

Another thing that should be considered is the size of the company. 

Sometimes bigger and more established organizations are better as they have a clear hierarchy and 

therefore it gives you a clear idea of your position and the job description and most importantly, it 

will be easier to get a mentor. Startups with only five employees are usually more flexible in terms 

of job responsibilities and therefore it makes it harder to define your position and get mentors. 

After you choose a company, do a little research on the company including the people who work 

there. You can do a Google search and comb social media such as LinkedIn, Facebook and 

Twitter   to dig deep about the company’s hiring managers and what they expect from a new 

employee. 

Social media is also very useful to keep in touch with as many people as you can and build your 

network. Do not hesitate to maintain any personal connection you have because those connections 

could be the first ones who inform you about a new job opening or any vacant positions you can 

apply for.  

If you aim for a dream job, do not overlook an entry-level position just because it offers mediocre 

salary. Entry-level employees are more likely to be given room to grow and learn from their 

mistakes. They will also be able to figure out the job routines and get used to them when they 

actually get the position they have been dreaming about. 

As your first few jobs might be very demanding yet less rewarding, remember to have fun and 

enjoy your life. Working overtime may not always be a good idea to accelerate your career, 

especially if you have to be more stressed than your seniors who earn bigger salaries. Setting the 

time for exercise and social life will make your life more balanced and stress free. 

Work Reading Comprehension 

1) What should a fresh graduate take into account when finding an internship? 
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    A) Company’s recruitment procedure. 

    B) Company’s reputation of hiring interns.  

    C) Company’s worker union. 

    D) Internship salary. 

2) Why is a more established organization a better place to work as an intern? 

    A) It has flexible work hours. 

    B) It offers higher salary. 

    C) It has clear job descriptions. 

    D) It offers full-time position. 

3) What are the recommended media for doing research on the company? 

    A) Google search, Facebook, LinkedIn 

    B) Google search, Twitter, Yahoo 

    C) Google search, Twitter, Gmail 

    D) Google scholar, LinkedIn, Twitter 

4) Why is networking important for recent graduates? 

    A) To get information about job openings. 

    B) To get information about job security. 

    C) To keep in touch with an ex-employer. 

    D) To maintain good relationship with fellow interns. 

5) What is the advantage of taking an entry-level position? 

    A) Getting mediocre salary. 

    B) Getting promotion. 

    C) Understanding company’s policy. 

    D) Understanding job routines. 
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Grammar unit 3  
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GRAMMAR: Phrasal verbs about employment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ACTIVITY:  

I. WRITE A SENTENCE FOR EVERY TERM:  

1.TAKE OVER ___________________________________________________ 

2. WORK OUT ___________________________________________________ 

3. TAKE ON _____________________________________________________ 

4. FILL IN FOR __________________________________________________ 

5. CALL OFF ____________________________________________________ 
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