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Foundation Certificate in Workplace   

English (Reading & Writing) I (Part - time)  

Course Objective 
To develop reading and writing skills of trainees of lower intermediate level who 

have a need for workplace English  

Course Content 

i. English grammar (including articles, active and passive tenses of present, past and 

future); 

ii. Sentence structure (including structure,  sentence errors, clauses); 

iii. Written communication in the workplace (including meeting agendas, notices, 

forms); and  

iv. Business correspondence (including e -mails, memos, faxes) 

Entry 
Requirements 

i. Form Three and pass the entry test; or  

ii. Holder of ŗFoundation Certificate in Basic English Vocabulary III (Part-time)Ř of 

the ERB, or equivalent  

Course Duration 60 hours  

Course Mode Half-day or evening 

Course Fee $3,250 $ / $975  s 

Remarks Training materials are provided in English only  

Exact course schedule and addresses of training centres are subject to the arrangement of the Training 

Bodies offering this course. Plea se contact the following Training Bodies for details:  

Training Bodies Telephone Course Code 

Hong Kong Association for Democracy and PeopleŚs 

Livelihood  

2370 3387 / 3791 

2330 

AP038EG / 

AP036HG 

Caritas ŕ Hong Kong  3568 8688 
CA039EG / 

CA081HG 

Hong Kong Employment Development Service Limited  
2326 7862 / 3165 

1600 

CS054EG / 

CS041HG 

HKCT Group Limited 
2711 9820 / 2711 

9296 

CT072EG / 

CT105HG 

The Federation of Hong Kong and Kowloon Labour Unions  
2787 9967 / 2793 

9887 

FL021EG / 

FL030HG 



Christian Action  
8106 6190 / 2716 

8812 

HK094EG / 

HK055HG 

Heung To College of Professional Studies  2381 0426 
HT033EG / 

HT053HG 

KCRA Community Education Enhancement Center Limited  
2780 9293 / 2111 

0087 

KA019EG / 

KA013HG 

School of Continuing and Professional Education,  

City University of Hong Kong  

3442 6413 / 3442 

6359 

PE003EG / 

PE024HG 

Vocational Training Council (Integrated Vocational 

Development Centre)  
3907 6789 

VT019EG / 

VT229HG 

  

  



Foundation Certificate in Workplace   

English (Reading & Writing) II (Part - time)  

Course Objective 
To develop reading and writing skills of trainees of intermediate level who have a 

need for workplace English  

Course Content 

i. English grammar (including modal perfect, infinitives, gerunds, reported speech, 

conditionals, relative clauses, time clauses); 

ii. Business writing rules (including formality, word choice, writing attitude and tone, 

developing paragraphs); and  

iii. Business writing (including meeting minutes, complaint and reply letters, sales 

letters and reports)  

Entry 
Requirements 

i. Form Five and pass the entry test; or  

ii. Holder of ŗFoundation Certificate in Workplace English (Reading & Writing) I 

(Part-time)Ř of the ERB, or equivalent 

Course Duration 60 hours  

Course Mode Half-day or evening 

Course Fee $3,250 $ / $975  s 

Remarks Training materials are provided in English only  

Exact course schedule and addresses of training centres are subject to the arrangement of the Training 

Bodies offering this course. Please contact the following Training Bodies for  details: 

Training Bodies Telephone Course Code 

Caritas ŕ Hong Kong  3568 8688 CA103EG / CA079HG 

HKCT Group Limited 2711 9820 / 2711 9296  CT073EG / CT106HG 

School of Continuing and Professional Education,  

City University of Hong Kong  
3442 6413 / 3442 6359 PE004EG / PE025HG 

 

  



Certificate in Workplace English   

(Reading & Writing) III (Part - time)  

Course 
Objective 

To develop reading and writing skills of trainees of intermediate level to handle 

written correspondence in the workplace  

Course Content 

i. Skills of understanding and responding to written correspondence; and  

ii. Handle written correspondence for different communicative functions (including 

requests and replies, invitation and thanks, suggestions and offers, complaints, 

explanation  and apologies, argument and evaluation, description and narrative, 

expressions of goodwill)  

Entry 
Requirements 

i. Form Six or Form Five with at least two yearsŚ working experienceand pass entry 

test or 

ii. Holder of ŗFoundation Certificate in Workplace English (Reading & Writing) II 

(Part-time)Ř of ERB, or equivalent 

Course Duration 60 hours  

Course Mode Half-day or evening 

Course Fee $2,750 $ / $825  s 

Remarks Training materials are provided in English only  

Exact course schedule and addresses of training centres are subject to the arrangement of the Training 

Bodies offering this course. Please contact the following Training Bodies for details:  

Training Bodies Telephone Course Code 

Hongkong School of Commerce  3114 8711 / 2730 7071  HE056EG / HE056HG 

New Territories Association Retraining Centre Limited  2146 6388 NT085EG / NT085HG 

 

  



Foundation Certificate in Workplace   

English (Listening & Speaking) I (Part - time)  

Course 
Objective 

To develop speaking and listening skills of trainees of  lower intermediate level who 

have a need for workplace English  

Course Content 

i. Understanding and initiating social talks (including greetings, asking questions, 

job routines, simple social talks);  

ii. Describing people and things (including short telephone conversations, 

describing people, places and products, and making simple presentations); and  

iii. Listening and speaking skills for workplace situations (including making, 

accepting and declining offers, requests and apologies)  

Entry 
Requirements 

i. Form Three and pass the entry test; or  

ii. Holder of ŗFoundation Certificate in Basic English Vocabulary III (Part-time)Ř of the 

ERB, or equivalent 

Course Duration 60 hours  

Course Mode Half-day or evening 

Course Fee $3,250 $ / $975  s 

Remarks Training materials are provided in English only  

Exact course schedule and addresses of training centres are subject to the arrangement of the Training 

Bodies offering this course. Please contact the following Training Bodies for details:  

Training Bodies Telephone Course Code 

Aberdeen Kai-fong Welfare Association Limited  2518 0978 
AK017EG / 

AK021HG 

Hong Kong Association for Democracy and PeopleŚs 

Livelihood  

2370 3387 / 3791 

2330 

AP040EG / 

AP037HG 

Baptist Oi Kwan Social Service 
2770 8070 / 3413 

1683 

BK006EG / 

BK014HG 

Caritas ŕ Hong Kong  3568 8688 
CA038EG / 

CA039HG 

Hong Kong Employment Development Service Limited  
2326 7862 / 3165 

1600 

CS035EG / 

CS039HG 



HKCT Group Limited 
2711 9820 / 2711 

9296 

CT070EG / 

CT103HG 

The Hong Kong Confederation of Trade Unions 
3758 5454 / 2332 

9368 

CU026EG / 

CU036HG 

The Federation of Hong Kong and Kowloon Labour 

Unions 

2787 9967 / 2793 

9887 
FL016EG / FL023HG 

The Scout Association of Hong Kong ŕ The Friends of 

Scouting 

2957 6499 / 2957 

6495 
FS014EG / FS012HG 

S.K.H. Holy Carpenter Church Community Centre  
2362 0301 / 3960 

4360 

HC021EG / 

HC022HG 

Christian Action  
8106 6190 / 2716 

8812 

HK107EG / 

HK054HG 

Heung To College of Professional Studies  2381 0426 
HT032EG / 

HT018HG 

KCRA Community Education Enhancement Center Limited  
2780 9293 / 2111 

0087 

KA017EG / 

KA012HG 

Methodist Centre  
2527 2250 / 2806 

0062 

MC014EG / 

MC037HG 

New Territories Association Retraining Centre Limited  2146 6388 
NT018EG / 

NT021HG 

Neighbourhood & WorkerŚs Service Centre 
2413 8787 / 2893 

9968 

NW035EG / 

NW056HG 

School of Continuing and Professional Education,  

City University of Hong Kong  

3442 6413 / 3442 

6359 

PE001EG / 

PE026HG 

Vocational Training Council (Integrated Vocational 

Development Centre)  
3907 6789 

VT017EG / 

VT231HG 

YMCA College of Careers 
2783 3500 / 2783 

3509 

YC022EG / 

YC019HG 

The Young MenŚs Christian Association of Hong Kong 2708 8995 
YH021EG / 

YH041HG 

Hong Kong Young WomenŚs Christian Association 
3970 0800 / 3106 

3411 

YW035EG / 

YW027HG 

  



Foundation Certificate in Workplace   

English (Listening & Speaking) II (Part - time)  

Course Objective 
To develop speaking and listening skills of trainees of intermediate level who have 

a need for workplace English  

Course Content 

i. Listening skills (including dialogues, listening for key information, telephone 

conversation); 

ii. Oral presentation (including social talks, listing, sequencing, generating ideas, 

presentation aids and body language); and  

iii. Discussion and meetings  

Entry 
Requirements 

i. Form Five and pass the entry test; or  

ii. Holder of ŗFoundation Certificate in Workplace English (Listening & Speaking) I 

(Part-time)Ř of the ERB, or equivalent 

Course Duration 60 hours  

Course Mode Half-day or evening 

Course Fee $3,250 $ / $975  s 

Remarks Training materials are provided in English only  

Exact course schedule and addresses of training centres are subject to the arrangement of the Training 

Bodies offering this course. Please contact the following Training Bodies for details:  

Training Bodies Telephone Course Code 

Hong Kong Employment Development Service Limited  
2326 7862 / 3165 

1600 

CS036EG / 

CS040HG 

HKCT Group Limited 
2711 9820 / 2711 

9296 

CT071EG / 

CT104HG 

Hongkong School of Commerce  
3114 8711 / 2730 

7071 

HE015EG / 

HE016HG 

Heung To College of Professional Studies  2381 0426 
HT039EG / 

HT024HG 

Neighbourhood & WorkerŚs Service Centre 
2413 8787 / 2893 

9968 

NW036EG / 

NW062HG 



School of Continuing and Professional Education,  

City University of Hong Kong  

3442 6413 / 3442 

6359 

PE002EG / 

PE027HG 

Vocational Training Council (Integrated Vocational 

Development Centre)  
3907 6789 

VT018EG / 

VT232HG 

 

  



Certificate in Workplace English  

(Listening & Speaking) III (Part - time)  

Course Objective 
To develop speaking and listening skills of English learners of intermediate level to  

interact socially in conversation  

Course Content 

i. Skills of interacting socially in conversation; and  

ii. Conversations for different communicative functions  

Entry 
Requirements 

i. Form Six; or Form Five with at least two yearsŚ working experience; and pass the 

entry test; or  

ii. Holder of ŗFoundation Certificate in Workplace English (Listening & Speaking) II 

(Part-time)Ř of the ERB, or equivalent 

Course Duration 60 hours  

Course Mode Half-day or evening 

Course Fee $2,750 $ / $825  s 

Remarks Training materials are provided in English only  

Exact course schedule and addresses of training centres are subject to the arrangement of the Training 

Bodies offering this course. Please contact the following Training Bodies for details:  

Training Bodies Telephone Course Code 

Hongkong School of Commerce  3114 8711 / 2730 7071  HE048EG / HE048HG 

New Territories Association Retraining Centre Limited  2146 6388 NT086EG / NT086HG 

 

  



Certificate in English for Job Interviews   

(Part - time)  

Course 
Objective 

To develop traineesŚ English listening and speaking skills to participate in oral 

interactions of increasing length and express in increasingly complex language  

Course Content 

i. Ask and answer questions during interviews;  

ii. Extract and identify specific m essages of job-related interactions;  

iii. Use increasingly complex verbal and non -verbal language to interact socially and 

formally with clients; and  

iv. Learn and apply language of various functions (e.g. showing preferences, 

inquiries/replies, perusing, apologising and refusing requests)  

Entry 
Requirements 

i. Completion of Form Six; or  

ii. Completion of Form Five with at least two yearsŚ working experience; or 

iii. Completion of QF Level Two courses in English language with a total duration of 

no less than 150 hours; or  

iv. Pass the entry test  

Course Duration 30 hours  

Course Mode Half-day or evening 

Course Fee $1,750 $ / $525  s 

Remarks 

1. Training materials are provided in English only  

2. The course is conducted in English  

Exact course schedule and addresses of training centres are subject to the arrangement of the Training 

Bodies offering this course. Please contact the following Training Bodies for details:  

Training Bodies Telephone Course Code 

School of Continuing and Professional Education,   

City University of Hong Kong  
3442 6413 / 3442 6359  PE054ER / PE008HR 

 

  



Certificate in English for Workplace Communication (Part - time)  

Course Objective 
To develop traineesŚ English skills to interact socially with clients and colleagues in 

workplace context  

Course Content 

i. Greetings, introductions and leave taking;  

ii. Social enquiries/requests and replies;  

iii. Apologies, thanks and invitations;  

iv. Suggestions, offers and persuasion;  

v. Argument, evaluation, agreement/disagreement;  

vi. Description and narration; and  

vii. Interruption, diverting/changing topics  

Entry 
Requirements 

i. Completion of Form Six; or  

ii. Completion of Form Five with at least two yearsŚ working experience; or 

iii. Completion of QF Level Two courses in English language with a total duration of 

no less than 150 hours; or  

iv. Pass the entry test  

Course Duration 30 hours  

Course Mode Half-day or evening 

Course Fee $1,750 $ / $525  s 

Remarks 

1. Training materials are provided in English only  

2. The course is conducted in English  

Exact course schedule and addresses of training centres are subject to the arrangement of the Training 

Bodies offering this course. Please contact the following Training Bodies for details:  

Training Bodies Telephone Course Code 

The Hong Kong Confederation of Trade Unions  3758 5454 / 2332 9368  CU375EG / CU372HG 

School of Continuing and Professional Education,   

City University of Hong Kong  
3442 6413 / 3442 6359  PE049EG / PE023HG 



 



Certificate in Spoken English for   

Executives (Part - time)  

Course Objective 
To develop traineesŚ skills to comprehend and present in spoken English in the 

workplace  

Course Content 

i. Statements; 

ii. Announcements; 

iii. Demonstrations and briefings;  

iv. Proposals and speeches; 

v. Question-and-answer sessions; and 

vi. Interviews 

Entry 
Requirements 

i. Completion of Form Six with at least two yearsŚ working experience; or 

ii. Completion of QF Level Three courses in English language with a total duration 

of no less than 150 hours; or  

iii. Pass the entry test 

Course Duration 30 hours  

Course Mode Half-day or evening 

Course Fee $2,250 $ / $675  s 

Remarks 

1. Training materials are provided in English only  

2. The course is conducted in English  

Exact course schedule and addresses of training centres are subject to the arrangement of the Training 

Bodies offering this course. Please contact the following Training Bodies for details:  

Training Bodies Telephone Course Code 

School of Continuing and Professional Education,   

City University of Hong Kong  
3442 6413 / 3442 6359  PE053EG / PE021HG 

 

  



Certificate in English Reading & Writing   

(Part - time)  

Course Objective 
To develop traineesŚ English reading and writing skills in order to enhance their 

competitive edge and employment sustainability  

Course Content 

i. Quick overview of text;  

ii. Interpreting texts;  

iii. Identifying and extracting main ideas;  

iv. Improving global reading skills;  

v. Summarising information;  

vi. Understanding and developing argument;  

vii. Comparing and grouping information; and  

viii. Organising and linking ideas  

Entry 
Requirements 

i. Sub-Degree (including Associate Degree/ Higher Diploma) Holder; or equivalent; 

and 

ii. Attaining Level 2/Grade E (Syllabus B) in English Language in HKCEE, Level 2 in 

English Language in HKDSE; or equivalent  

Course Duration 60 hours  

Course Mode Half-day or evening 

Course Fee $5,750 $ / $1,725  s 

Remarks 

1. Training materials are provided in English only  

2. The course is conducted in English  

Exact course schedule and addresses of training centres  are subject to the arrangement of the Training 

Bodies offering this course. Please contact the following Training Bodies for details:  

Training Bodies Telephone Course Code 

School of Continuing and Professional Education,   

City University of Hong Kong  
3442 6413 / 3442 6359  PE033EG / PE029HG 

 



Certificate in English Listening & Speaking (Part - time)  

Course Objective 
To develop traineesŚ English listening and speaking skills in order to enhance their 

competitive edge and employment sustainability  

Course Content 

i. Identifying spoken text type;  

ii. Identifying and extracting main ideas;  

iii. Following descriptions, signpost words and talks;  

iv. Responding to topics;  

v. Linking and expanding ideas;  

vi. Preparing and delivering talks; and  

vii. Giving responses 

Entry 
Requirements 

i. Sub-Degree (including Associate Degree/ Higher Diploma) Holder; or equivalent; 

and 

ii. Attaining Level 2/Grade E (Syllabus B) in English Language in HKCEE, Level 2 in 

English Language in HKDSE; or equivalent  

Course Duration 60 hours  

Course Mode Half-day or evening 

Course Fee $5,750 $ / $1,725 s 

Remarks 

1. Training materials are provided in English only  

2. The course is conducted in English  

Exact course schedule and addresses of training centres are subject to the  arrangement of the Training 

Bodies offering this course. Please contact the following Training Bodies for details:  

Training Bodies Telephone Course Code 

School of Continuing and Professional Education,   

City University of Hong Kong  
3442 6413 / 3442 6359  PE032EG / PE050HG 
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 2770 8070 / 3413 1683 BK029DS 

 3758 5454 / 2332 9368 CU111DS 

  ( )  

  



 

  

 
 

 

 

ii.  

 
120  

 

   

 3758 5454 / 2332 9368 CU112DS 

   ( )  

  



 

  

  

  

 
104-198 ( ) 

 
EL074DS  

YM007DR  

 

   

 2612 1221 / 3104 3222 / 2454 4801 EL074DS 

 2251 0888 YM007DR 

  ( )  

  



 

  

 
 

 

 

ii.  

 
180  

 

   

 2770 8070 / 3413 1683 BK007DS 

  ( )  

  



 

  

  

 

 

 

iii.  

 
126  

 

   

 2816 6112 / 2816 6113 SR003DS 

  ( )  

  



 

  

  

 
 

ii.  

 
120  

 

   

 2320 3103 NL009DR 

  ( )  

  



 

  

 
 

  

 
144  

 
 

 

   

 2816 6112 / 2816 6113 SR008HR 

   ( )  

  



 

 

  

  

  

 
120  

 
 

 

   

 2816 6112 / 2816 6113 SR004HR 

   ( )  

  



 

 

  

 

 

  

 
84  

 

   

 2137 0520 / 2759 6412 FY003DR 

  ( )  

  



 

  

  

 

 

ii.  

 
176  

 

   

 3185 8200 RE015DS 

  ( )  

  



 

  

 

 

 

 

 

iii.  

 
124  

 

   

 2320 3103 NL014DS 

   ( )  

  



 

 

 
 

 
 

  

 
279  

 
 

 

   

 2816 6112 / 2816 6113 SR002HR 

   ( )  

  



TTA ( )  

 

/

 

 
 

 

 

ii.  

 
280  

 

   

 3185 8200 RE013DS 

  ( )  

  



 

  

 

Macintosh Photoshop Illustrator In Design

 

 
 

ii.  

 
128  

 
 

 

   

 2816 6112 / 2816 6113 SR005HR 

   ( )  

  



 

  

 

Linux

 

 

 

ii.  

 
196  

 

   

 3758 5454 / 2332 9368 CU137DR 

 ( )  

  



 

 

  

 

 

 

18  

( )  

iii.  

 
128  

 

SGSIA

 

 

   

 2770 8070 / 3413 1683 BK016DS 

   ( )   

  



 

  

 
 

 

 

ii. ( ) 

 
124  

 

   

 3758 5454 / 2332 9368 CU150DS 

  ( )  

  



 

  

 
 

 

 

ii.  

 
120  

 

   

 3758 5454 / 2332 9368 CU146DS 

  ( )  

  



 

  

  

 
 

ii.  

 
87  

 

   

 2725 3996 WH004DR 

  ( )  

  



 

 

  

 
 

 

 

 

iii.  

 
129  

 

   

 3758 5454 / 2332 9368 CU148DG 

  ( )  

  



 

 

 

15 25

 

 
 

 

 

ii.  

 
280  

 
 

 

   

   2781 0027 / 2781 0024 QE007HS 

   ( )  

  



 

  

 
 

 

 

ii.  

 
240  

 
 

 
QE005HR  

QE006HR  

 

   

   2781 0027 / 2781 0024 QE005HR / QE006HR 

   ( )  

  



 

  

 
 

 

 

15 25  

iii.  

 
196  

 

   

 2990 3948 / 2990 2049 PM002DR 

  ( )  

  



 

  

 
 

 

 

ii.  

 
196  

 

   

 2990 3948 / 2990 2049 PM003DR 

  ( )  

  



 

  

  

 

 

ii. 

 

 
91  

 
KC001DR  

KC003DG  

 

   

   2959 8260 KC001DR / KC003DG 

  ( )  

  



̪ ̫  

 

I ( ) 

  

  

 

 

ii. (

) 

 
25  

 
 

 

   

 2770 8070 / 3413 1683 BK023ES / BK034HS 

 3758 5454 / 2332 9368 CU478ES / CU478HS 

  

  



II ( ) 

 

/

 

 

/

 

 

( )  

ii. I ( )

 

 
24  

 
 

 

   

 2770 8070 / 3413 1683 BK050ES / BK050HS 

 3758 5454 / 2332 9368 CU477ES / CU477HS 

  

  



( ) 

 

(

)  

    

 

(

)  

ii. ( I

( ) ( ) ( ) (

) ( ) ( )

( ) ) 

 
24  

 
 

 

   

 2770 8070 / 3413 1683 BK053ES / BK053HS 

 3758 5454 / 2332 9368 CU479ES / CU479HS 

  

  



 I ( ) ( ) 

  

  

 

18  

ii.  

 
48  

 
 

 

   

 2816 6112 / 2816 6113 SR013ES / SR013HS 

  

  



 

( ) 

  

  

 

 

ii.  

 
18  

 
 

 

   

 2137 0520 / 2759 6412 FY022ES / FY022HS 

 

  



( ) 

  

 
/ / (FAB)

(VM)  

 

 

 

iii.  

 
21  

 
 

 

   

 3185 8200 RE024ES / RE024HS 

  

  



( ) I 

( ) 

  

 
 

 

 

 

iii.  

 
20  

 
 

 

   

 2708 7134 / 2668 2332 MK001ES / MK001HS 

  

  



 

 

II ( ) 

Foundation Certificate in Basic English Vocabulary II (Part - time)  

  

  

 

i. I ( )  

ii.  

 
60  

 
 

  

 

 

   

 2770 8070 / 3413 1683 BK049EG / BK049HG 

 
3758 5454 / 

2332 9368 

CU476EG / 

CU476HG 

  

  



III ( ) 

Foundation Certificate in Basic English Vocabulary III (Part - time)  

  

 

(

) 

 

ii.  

ii. II ( )  

 
45  

 
 

  

 

 

   

 2770 8070 / 3413 1683 BK030EG / BK041HG 

 3758 5454 / 2332 9368 CU475EG / CU475HG 

  

 

  




