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Introduction (10 minutes)

Welcome to this worksheet on Reading and Listening Comprehension of Technical Texts and Conversations
in IT. This worksheet is designed for A2 level learners and aims to improve their reading and listening
comprehension skills in the context of IT.

The ability to understand technical texts and conversations is crucial in the field of IT. It enables
professionals to communicate effectively, understand complex concepts, and make informed decisions. In
this worksheet, we will focus on developing the reading and listening comprehension skills of A2 level
learners.

Vocabulary Practice (20 minutes)

Match the following IT-related vocabulary words with their definitions:

1. Algorithm

2. Cloud Computing
3. Cybersecurity

4. Database

5. Firewall

Complete the following sentences with the correct vocabulary word:

1. The company uses a to sort data more efficiently.

2. The IT department implemented new measures to prevent hacking.

3. The is used to store and retrieve data.

4. The is a security system that prevents unauthorized access to a network.
5. The company switched to to reduce its hardware costs.
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Reading Comprehension (25 minutes)

Read the following text and answer the questions:

The IT department is responsible for maintaining the company's computer systems and networks. They
ensure that all systems are running smoothly and that any issues are resolved quickly. The department is
also responsible for implementing new technology and training staff on how to use it.

1. What is the main responsibility of the IT department?
2. What is the department responsible for implementing?
3. What kind of training do they provide to staff?

Listening Comprehension (20 minutes)

Listen to the following audio clip and answer the questions:
[Audio clip: A conversation between two IT professionals discussing a new project]

1. What is the topic of the conversation?
2. What is the main goal of the project?
3. What are the potential challenges of the project?
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Grammar Practice (20 minutes)

Complete the following sentences with the correct grammatical structure:

1. The IT team the software weekly.
2. The company a new IT project last year.
3. The IT department the network traffic to prevent hacking.

Integrated Skills Practice (25 minutes)

Work in pairs and practice a conversation between an IT specialist and a client. Use the vocabulary and
grammatical structures learned in this worksheet.

Client: Hello, I'm having some issues with my computer. Can you help me?
IT Specialist: Of course, what seems to be the problem?
Client: It's running very slowly and I'm getting a lot of error messages.

IT Specialist: Okay, let me take a look. (pause) | think | see the problem. Your software is outdated and
you have a lot of unnecessary programs running in the background.

Client: Oh, okay. Can you update the software and remove the unnecessary programs?

IT Specialist: Yes, | can do that for you. (pause) Okay, all done. Your computer should be running
much faster now.
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Answer Key

Check your answers with the answer key below:
Exercise 1: Matching

1. A) Algorithm

2. B) Cloud Computing
3. C) Cybersecurity

4. D) Database

5. E) Firewall

Exercise 2: Fill in the Blanks

1. algorithm

2. cybersecurity

3. database

4. firewall

5. cloud computing

Exercise 3: Reading Comprehension

1. The main responsibility of the IT department is to maintain the company's computer systems and
networks.

2. The department is responsible for implementing new technology.
3. They provide training to staff on how to use new technology.

Exercise 4: Listening Comprehension

1. What is the topic of the conversation?
2. What is the main goal of the project?
3. What are the potential challenges of the project?

Exercise 5: Grammar

1. updates
2. launched
3. monitors
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Technical Writing in IT

Technical writing is a crucial aspect of IT, as it enables professionals to communicate complex ideas and instructions clearly and
concisely. In this section, we will explore the principles of technical writing and how to apply them in IT contexts.

Example: Writing a Technical Report

When writing a technical report, it is essential to follow a clear structure and use proper formatting. The report should include an
introduction, body, and conclusion, and should be written in a formal and objective tone.

Activity: Writing a Technical Report

Write a technical report on a recent IT project you worked on. Include an introduction, body, and conclusion, and use proper
formatting and technical vocabulary.

Communication in IT Teams

Effective communication is vital in IT teams, as it enables team members to collaborate efficiently and deliver high-quality results. In
this section, we will discuss the importance of communication in IT teams and provide tips for improving communication skills.

Case Study: Communication in IT Teams
A study by a leading IT company found that teams with effective communication skills were more productive and delivered higher-

quality results than teams with poor communication skills. The study highlighted the importance of regular meetings, clear
communication channels, and active listening in IT teams.

Group Activity: Communication in IT Teams

Work in groups to discuss the importance of communication in IT teams. Share examples of effective communication in your own
teams and provide tips for improving communication skills.

Presentation Skills in IT

Presentation skills are essential in IT, as professionals often need to present complex technical information to non-technical
audiences. In this section, we will providsighp 3odrimpreving préseritatisriskills and discuss the importance of clear and concise
communication in IT presentations.

Example: Creating a Technical Presentation
When creating a technical presentation, it is essential to use clear and concise language, avoid technical jargon, and use visual aids

to support your message. The presentation should be well-structured and easy to follow, with a clear introduction, body, and
conclusion.

Activity: Creating a Technical Presentation

Create a technical presentation on a recent IT project you worked on. Use clear and concise language, avoid technical jargon, and
use visual aids to support your message.



Negotiation and Conflict Resolution in IT

Negotiation and conflict resolution are critical skills in IT, as professionals often need to negotiate with stakeholders and resolve
conflicts in a fast-paced and dynamic environment. In this section, we will discuss the principles of negotiation and conflict resolution
and provide tips for improving these skills in IT contexts.

Case Study: Negotiation and Conflict Resolution in IT

A study by a leading IT company found that professionals who were skilled in negotiation and conflict resolution were more effective
in managing stakeholder expectations and resolving conflicts in a timely and efficient manner.

Group Activity: Negotiation and Conflict Resolution in IT

Work in groups to discuss the importance of negotiation and conflict resolution in IT. Share examples of successful negotiation and
conflict resolution in your own teams and provide tips for improving these skills.

Time Management and Organization in IT

Time management and organization are essential skills in IT, as professionals often need to manage multiple projects and deadlines
in a fast-paced and dynamic environment. In this section, we will discuss the principles of time management and organization and
provide tips for improving these skills in IT contexts.

Example: Managing Multiple Projects in IT
When managing multiple projects in IT, it is essential to prioritize tasks, set clear deadlines, and use project management tools to
track progress and stay organized.

Activity: Managing Multiple Projects in IT

Create a project management plan for a recent IT project you worked on. Prioritize tasks, set clear deadlines, and use project
management tools to track progress and stay organized.
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Leadership and Team Management in IT

Leadership and team management are critical skills in IT, as professionals often need to lead and manage teams in a fast-paced and
dynamic environment. In this section, we will discuss the principles of leadership and team management and provide tips for
improving these skills in IT contexts.

Case Study: Leadership and Team Management in IT

A study by a leading IT company found that professionals who were skilled in leadership and team management were more effective
in leading and managing high-performing teams and delivering high-quality results.



Group Activity: Leadership and Team Management in IT

Work in groups to discuss the importance of leadership and team management in IT. Share examples of successful leadership and
team management in your own teams and provide tips for improving these skills.
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Welcome to this worksheet on Reading and Listening Comprehension of Technical Texts and Conversations
in IT. This worksheet is designed for A2 level learners and aims to improve their reading and listening
comprehension skills in the context of IT.

The ability to understand technical texts and conversations is crucial in the field of IT. It enables
professionals to communicate effectively, understand complex concepts, and make informed decisions. In

this worksheet, we will focus on developing the reading and listening comprehension skills of A2 level
learners.

Vocabulary Practice (20 minutes)

Match the following IT-related vocabulary words with their definitions:

1. Algorithm

2. Cloud Computing
3. Cybersecurity

4. Database

5. Firewall
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Complete the following sentences with the correct vocabulary word:

1. The company uses a to sort data more efficiently.

2. The IT department implemented new measures to prevent hacking.

3. The is used to store and retrieve data.

4. The is a security system that prevents unauthorized access to a network.

5. The company switched to to reduce its hardware costs.
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Reading Comprehension (25 minutes)

Read the following text and answer the questions:

The IT department is responsible for maintaining the company's computer systems and networks. They
ensure that all systems are running smoothly and that any issues are resolved quickly. The department is
also responsible for implementing new technology and training staff on how to use it.

1. What is the main responsibility of the IT department?
2. What is the department responsible for implementing?
3. What kind of training do they provide to staff?

Listening Comprehension (20 minutes)

Listen to the following audio clip and answer the questions:
[Audio clip: A conversation between two IT professionals discussing a new project]

1. What is the topic of the conversation?
2. What is the main goal of the project?
3. What are the potential challenges of the project?
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Grammar Practice (20 minutes)

Complete the following sentences with the correct grammatical structure:

1. The IT team the software weekly.
2. The company a new IT project last year.
3. The IT department the network traffic to prevent hacking.

Integrated Skills Practice (25 minutes)

Work in pairs and practice a conversation between an IT specialist and a client. Use the vocabulary and
grammatical structures learned in this worksheet.

Client: Hello, I'm having some issues with my computer. Can you help me?
IT Specialist: Of course, what seems to be the problem?
Client: It's running very slowly and I'm getting a lot of error messages.

IT Specialist: Okay, let me take a look. (pause) | think | see the problem. Your software is outdated and
you have a lot of unnecessary programs running in the background.

Client: Oh, okay. Can you update the software and remove the unnecessary programs?

IT Specialist: Yes, | can do that for you. (pause) Okay, all done. Your computer should be running
much faster now.
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Answer Key

Check your answers with the answer key below:
Exercise 1: Matching

1. A) Algorithm

2. B) Cloud Computing
3. C) Cybersecurity

4. D) Database

5. E) Firewall

Exercise 2: Fill in the Blanks

1. algorithm

2. cybersecurity

3. database

4. firewall

5. cloud computing

Exercise 3: Reading Comprehension

1. The main responsibility of the IT department is to maintain the company's computer systems and
networks.

2. The department is responsible for implementing new technology.
3. They provide training to staff on how to use new technology.

Exercise 4: Listening Comprehension

1. What is the topic of the conversation?
2. What is the main goal of the project?
3. What are the potential challenges of the project?

Exercise 5: Grammar

1. updates
2. launched
3. monitors
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