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The Functional English Series - Workplace Digital
Communication (Community College Edition) is an
initiative mooted by Curriculum Division,
Department of Polytechnic & Community College
Education (DPCCE) in line with the latest curricula
revision in 2021. A dash of authors from various
community colleges and a polytechnic collaborated
to develop the electronics book (e-books). The
authors would like to express their utmost gratitude
to all individuals involved in this initiative from the
Department of Polytechnic & Community College
Education (DPCCE) and Curriculum Division for their
commitment and guidance in making this e-book
project a success.  
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Assalamualaikum Warahmatullahi Wabarakatuh. 

First and foremost, I would like to thank Allah SWT for
this wonderful opportunity to publish an academic e-
book entitled 'Functional English Series - Workplace
Digital Communication (Community College Edition).' I
would like to congratulate General Studies Unit,
Curriculum Division, Department of Polytechnic and
Community College Education, for mooting this initiative
to publish this e-book. 

I would also like to congratulate Selayang Community
College to coordinate this project successfully. Besides
that, special thanks to Language Lecturers from
Selayang Community College, Seberang Jaya
Community College, Pasir Salak Community College,
and Mersing-Johore Polytechnic for collaborating as co-
authors and co-editors of this e-book. 

It is hoped that Functional English Series - Workplace
Digital Communication (Community College Edition)
will be the main source of reference that guides our
learners who further their studies in diploma programs
offered in Community Colleges in Malaysia. This
informative and interactive e-book will definitely
support the teaching and learning process for both, the
instructors and the learners. 

Last but not least, I would like to thank every individual
who is involved in the completion of this e-book directly
or indirectly. It is such a great accomplishment to see this
e-book gets published. Truly, ideas worth shared. 
Well done.

Hajah Norhayati Binti Zakaria, PhD.
Director 
Curriculum Division
Department of Polytechnic and
Community College Education
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The Functional English Series (Community College
Edition) is specially designed to develop
communicative skills for learners by emphasizing the
essential knowledge, skills, and understanding to
apply English in everyday life, especially in the
workplace context. This e-book on Workplace Digital
Communication is tailored for learners who further
their studies in diploma programs offered in Malaysia
Community Colleges.  This ebook is hoped to enable
learners to function as independent language user
between CEFR B1 and CEFR B2. 

The main objective of this e-book is to demonstrate the
ability to respond to ideas and feedback in work-
related tasks aptly using effective communication
skills in written form. Thus, the e-book is designed to
enable learners to function competently and
confidently in communicating ideas using various type
of digital communication channels and platforms
within the workplace context. It is hoped that the e-
book enhances their ability to function and interact
effectively in written communication, in both, formal
and informal situations. 

The e-book comprises informative slides on digital
communication and 25 practices that focus on
workplace scenarios. The slides and practices are
exclusively crafted to develop learners’ vocabulary,
grammar usage, and industry-led communicative
skills of listening, speaking, writing, and reading. The
e-book also compiles a formative test to check
learners’ grasp and understanding of the topic. 

                          PREFACE
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                          PREFACE

write memos, notices, text messages, and
emails to inform or update colleagues or
supervisors on important work-related
matters using various suitable online
corresponding channels 
display the ability to process enquiries and
complaints via web chats on work-related
matters 
respond to ideas and feedback shared in an
appropriate manner via digital
communication platforms by interpreting
them correctly 
react to ideas and feedback using polite and
professional language expressions 

KANTHAMMAL P. 
 

RHASHVINDER KAUR A. S. 
 

PRAPAGARAN B. 
 

YOKESWARI K. S. 

June 2022

The content of this e-book is hoped to provide ample
opportunities for learners to master workplace
communication in the most interactive manner. 
The e-book will allow learners to be able to: 

discuss the basics of digital communication
by describing various online corresponding
channels commonly used in the workplace
such as text messages, web chats, and emails,
to name a few 
discuss the general importance and
professional etiquette of using the online
corresponding channels for work-related
situations 
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           NOTES TO INSTRUCTOR

This e-book is a suggested material for teaching
and learning of Functional English Series:
Workplace Digital Communication.
The contents of slides and practices can be
adopted or adapted according to the suitability of
the program offered in respective Community
Colleges.
This e-book is strictly not for sale. The authors and
publisher do not give any consent to such illegal
activities.
For the practices in Quizzez.com, instructors are
required to:

  i.     search for the practices using the exact 
          keyword given in the table below.
ii.     kindly duplicate the practices to respective     
          Quizziz platforms to personalize and 
          manage the contents well.

Please note that some of the practices come with
suggestion boxes for the instructor's
consideration to execute them accordingly.
For continuous improvement of this e-book, the
authors and publisher would appreciate any
relevant feedback via the following QR code:
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❌ I look forward to see you.
 

✅ I look forward to seeing you.
 
 

❌ I am looking forward to meet Miss Vyne.
   

✅ I am looking forward to meeting Miss Vyne.
 
 

❌ What are you looking forward to do during the
meeting?

 
✅ What are you looking forward to doing the

meeting?
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PAIR WORDS
1. Give and take

Approximately, plus or minus
2. By and large

Mostly, generally; with few
exceptions
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By the book 
According to established

procedure

Pencil in something
Make tentative arrangements

Eleventh hour
The last minute
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Busman's Holiday 
A working vacation

In the works
Under development

Burn the midnight oil 
Working late into the night
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Accept
Receive
Except

Not including
Apart
To be

seperated
A part

to be joined
with

Your
To show

possession
You're

Stands for you
are

A lot
to a large

extend
Alot

Not an English
word

Its
Possessive form

of it
It is

Contraction 
form for it is Quote

To cite
Quotation
Act of citing

All ready
Prepared
Already

By this time

Lie
Reset on a

surface
Lay

Put something
in place
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Part and parcel:
An integral or essential piece

Pros and Cons:
The positive and negative

side of an argument

More or less:
Mostly/almost

Hustle or Bustle:
Noisy Surrounding
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Fish or cut bait

Make a decision/give

someone a chance

Up in the air
Not yet decided

Flip-flop
To be indecisive

Up for grabs

Available
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(Give Someone)
Carte Blanche
Allow someone

complete freedom;
entrust a decision to

someone

Out of the Loop
Not part of a group

that’s kept informed
about something

Rubber-Stamp 
Approve something

without
consideration

On the Same
Page

Understanding a
situation in the

same way

Hobson’s Choice
A choice

among bad
options

(Have One’s)
Back Against the

Wall

Have few choices,
be cornered
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