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Introduction: Opening the Door to a
Global Career

Explore your motivations, goals, and experiences related to teaching English online.

Reflective Questions:

1. What inspired you to consider online English teaching as a career?

2. How does teaching English online align with your personal and professional goals?

3. Describe a moment when you positively impacted someone's learning. What made it meaningful?

4. What skills or experiences do you already possess that will help you succeed as an online English

teacher?




TEACHING WITHOUT BORDERS WORKBOOK

5. What challenges do you anticipate in transitioning to online English teaching, and how might you

overcome them?

6. Think about a teacher or mentor who inspired you. What qualities did they have that you want to

emulate?

7. How do you envision a typical day as an online English teacher?

8. What fears or uncertainties do you have about starting this journey, and what steps could you take

to address them?
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Action Step:

1. Write a mission statement outlining your purpose as an online EFL/ESL teacher (50-100 words).

2. Create a vision board or mind map in your notebook highlighting your goals and motivations for

entering the field.
3. Self-Assessment
o List three personal strengths that will make you a successful online teacher.

1.

2.

3.

o |dentify one skill or area of knowledge you would like to improve before starting.

4. Goal Prioritization:
o Rank your top three professional goals for the next year in order of importance.

1.

2.

3.

o Write down at least one actionable step for each goal.
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5. Story Mapping:

In your notebook, create a short narrative (200-300 words) about how you envision making a positive
impact as an online teacher. Include examples of the types of students you'd like to help and the
outcomes you hope to achieve.

6. Peer or Mentor Feedback:

Share your mission statement with a trusted friend, family member, or mentor. Ask for their feedback on
clarity, focus, and inspiration. Revise based on their suggestions.

7. Visualization Exercise:
Close your eyes and imagine yourself teaching your first online class. Write down:

e How you feel during the lesson.
¢ The interaction with the student(s).
¢ The outcome of the lesson.

Additional Activities

Develop motivation, assess strengths, learn from role models, and plan milestones for success.
1. Motivational Quote Board:

Research and compile three quotes about teaching or personal growth that resonate with your vision for
becoming an online English teacher. Display them somewhere visible to keep you motivated.

2. Strengths and Weaknesses Table:

Fill out this table to identify areas for self-improvement and how you can build on your strengths.

Strengths Weaknesses
# E.g., Strong communicator E.g., Limited tech skills
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3. Role Model Study:

Identify an experienced online English teacher (e.g., via LinkedIn, YouTube, or blogs). Research their

journey, teaching style, and career advice. In your notebook, write down three lessons you can apply to

your own career path.

4. “Why Online Teaching?” Elevator Pitch:

Write a concise 30-second elevator pitch explaining why you've chosen online English teaching as a

career. Practice delivering it confidently.

5. Milestone Tracker:

In your Notebook, create a timeline for your first 6 months as an online teacher. Include:

¢ When you’ll complete certifications (if needed).
¢ When you'll apply to platforms or create a teaching profile.

¢ When you aim to teach your first student.

i‘s‘a.,_ 3 1
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Quiz for Introduction

1. What is a key advantage of online English teaching?
a) Guaranteed job stability
b) Flexibility and global reach
c) Free international travel

d) Limited student interaction

2. Which of the following best describes the role of an online English teacher?
a) Language coach and mentor
b) Curriculum developer for schools
c¢) Translator for international businesses

d) Technical support provider

3. Why is self-reflection important before starting an online teaching career?
a) To identify what equipment you need
b) To align your goals with your teaching style
c) To practice giving online presentations

d) To assess your knowledge of grammar

4. Who might benefit the most from learning English online?
a) Students in areas with limited access to English teachers
b) Native English speakers
¢) Individuals uninterested in language development

d) Professionals already fluent in English

5. What is an important first step in preparing for an online teaching career?
a) Writing a mission statement
b) Applying to all available platforms
c¢) Purchasing the most expensive equipment

d) Skipping formal training

Page 10
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Chapter 1: The Power and Promise of
English

Explore English's global significance, its role in diverse industries, and your potential impact as a

teacher.
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Exercise 1: Understanding the Global Role of
English

1. Research and identify three industries where English proficiency is essential (e.g., aviation,

technology, tourism).

e Industry 1:

e Industry 2:

¢ Industry 3:

2. For each industry, explain how teaching English can help students achieve success in these fields.
(Provide brief examples or scenarios below, then use a notebook for more in-depth reflection if

desired.)

¢ Industry 1:

¢ Industry 2:

e Industry 3:

Exercise 2: Connecting English to Global Trends

1. Research a global trend (e.g., remote work, digital marketing, or international education). Write a

brief summary of how English proficiency impacts this trend.

2. How could you, as an online English teacher, contribute to helping students succeed in this area?

(Use the space below for short ideas; expand in your notebook if needed.)
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Activity 1: Scenarios in English Teaching

Imagine you are teaching the following types of learners. Write your approach to each scenario below.

(Add detailed lesson plans or strategies in your notebook.)

¢ A university student preparing for the IELTS exam:

¢ A business professional seeking better email-writing skills:

¢ A high school student struggling with conversational fluency:

Activity 2: Exploring English in Cultural Contexts

1. List three countries where English is spoken as a second language. For each, describe how

English proficiency benefits individuals in that culture (e.g., education, business, travel).

e Country 1:

Benefit:

e Country 2:

Benefit:

e Country 3:

Benefit:

2. Reflect in your notebook: How do cultural contexts influence how English is taught and learned?

Write 2—3 paragraphs exploring your thoughts.

Page 13




TEACHING WITHOUT BORDERS WORKBOOK

Reflection and Vision Activity

1. Think about the role you'd like to play in empowering students to succeed globally. Write a short

paragraph summarizing your vision as a teacher.

2. In your notebook, expand this into a "teaching philosophy" statement that reflects how you see

your role in the global rise of English.

Interactive Brainstorming

1. Imagine a world without English as a global language. Write 2—3 sentences on how this might

affect industries, communication, and education.

2. Share your thoughts with peers or in an online teaching community, and note any interesting

insights you gain. Use your Notebook for this purpose.

Page 14




TEACHING WITHOUT BORDERS WORKBOOK

Quiz for Chapter 1

1

. What was a major factor in English becoming a global language?

a) The spread of Latin during the Roman Empire
b) The invention of the telephone
c) British colonial expansion

d) The French Revolution

. Which sector officially uses English for communication worldwide?

a) Retall
b) Tourism
c) Aviation

d) Agriculture

. Why is English considered the language of opportunity?

a) It is the most difficult language to learn.
b) It is the language of global industries and academia.
c) It is mandated in all countries.

d) It is only used by native English speakers.

. What percentage of internet content is in English?

a) Over 50%

b) 30%

c) 70%

d) Less than 10%

. Which of these is an example of English for Academic Purposes (EAP)?

a) Writing essays for research papers
b) Hosting a social event
c) Creating travel itineraries

d) Learning vocabulary for hobbies
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Chapter 2: Entering the World of Online
Teaching

Explore pathways, evaluate platforms, and align your strengths with your teaching goals.
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Decision-Making Exercise

Evaluate the three main pathways—OTPs (Online Teaching Platforms), OTMs (Online Teaching
Marketplaces), and OTBs (Online Teaching Businesses). Fill out the table below based on your

preferences and priorities. (For deeper analysis, expand your reflections in a notebook.)

Criteria OTPs OTMs OTBs

Stability

Creative Freedom

Earning Potential

Work-Life Balance

Research Task

1. Pick one platform from each category (e.g., VIPKid for OTP, Preply for OTM, independent website

for OTB). Write the names below:

e OTPs:

e OTMs:

e OTBs:
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2. Compare their pros, cons, and suitability for your goals.

¢ OTPs (e.g., VIPKid):

Pros:

Cons:

¢ OTMs (e.g., Preply):

Pros:

Cons:

¢ OTBs (e.g., Independent Website):

Pros:

Cons:
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Activity 1: Exploring Your Pathway Preferences

1. Reflect on your own strengths and preferences. Which pathway seems most aligned with your
personality and career goals? (Write your short response below, then expand in a notebook if

desired.)

2. What are your top three concerns about your preferred pathway?

« Concern 1:

e Concern 2:

« Concern 3:

3. How might you address these concerns to ensure success?
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Exercise 1: Identifying Your Ideal Work Style

1. Rate the following aspects of teaching on a scale of 1-5 based on importance (1 = not important,

5 = very important):

e Stableincome:

¢ Flexibility in schedule:

¢ Creative freedom in lesson design: __

¢ Opportunity to build a personal brand: __

¢ Platform support and resources:

2. Based on your ratings, which pathway (OTP, OTM, or OTB) do you think aligns best with your

work style?

Interactive Brainstorming: Building Your Online
Teaching Career

1. List three qualities or skills you think will make you successful as an online teacher.

o Skill 1:

o Skill 2:

o Skill 3:

2. In your notebook, write a short paragraph about how these skills could help you in your chosen

pathway (OTP, OTM, or OTB).

3. Think of a unique selling point (USP) that could set you apart from other teachers. Write it below:
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Activity 2: Research and Role-Playing

1. Research one teacher who is successful in your preferred pathway (e.g., a top-rated teacher on
Preply or an independent teacher with a strong social media presence). Write down three
strategies they use that inspire you:

o Strategy 1:

« Strategy 2:

« Strategy 3:

2. Role-Playing: Imagine you are pitching yourself to potential students or a teaching platform. Use

the space below to draft a short pitch:
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Reflection and Vision Activity

1. Reflect on where you see yourself in 1 year as an online teacher. Write 3—5 sentences about your

goals and what you hope to accomplish.

2. Use your notebook to expand this reflection into a more detailed plan, including:

o Steps to enter your chosen pathway.
o Certifications or training you might pursue.

o Milestones for your first year.
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Quiz for Chapter 2

1. What is a defining feature of Online Teaching Platforms (OTPs)?
a) Teachers design their own curriculum
b) Students set the lesson schedule
c) Platforms provide pre-designed lesson materials

d) Teachers negotiate hourly rates directly with students

2. Which is a major benefit of freelancing on Online Teaching Marketplaces (OTMs)?
a) Fixed working hours
b) Full control over rates and schedule
c) Platform handles marketing for teachers

d) Guaranteed income

3. What is a key challenge of running your own Online Teaching Business (OTB)?
a) Lack of earning potential
b) Strict platform guidelines
¢) Managing marketing and student acquisition

d) Limited flexibility

4. What is a common reason teachers start with OTPs?
a) They offer complete creative freedom.
b) They provide structure and steady income.
¢) They have no requirements for certification.

d) They focus only on young learners.

5. Which pathway offers the most earning potential and independence?
a) OTPs
b) OTMs
c) OTBs

d) None of the above
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Chapter 3: Academic Requirements

Evaluate your academic background, plan upgrades, and align your qualifications with your teaching

goals.
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Qualification Inventory and Action Plan

Here is a step-by-step action plan:

Step 1: Assess Your Current Qualifications

Use the table below to evaluate your qualifications and set actionable improvement goals. (Add notes in

your notebook for a more detailed breakdown if needed.)

Qualification Achieved (Y/N) | Action Needed | Target Completion
Date

Bachelor’s Degree

TEFL/TESOL Certification

Specialized Training

Step 2: Reflect on Your Academic Background

Write a short summary (approximately 100 words) about your academic background and how it aligns

with your teaching goals. Use the lines below or expand your reflection in your notebook.
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Step 3: Research and Plan a Course

Choose one course to advance your qualifications (e.g., TEFL, TESOL, CELTA). Complete the prompts

below:

1. Course Name and Provider:

2. Total Cost:

3. Duration:

4. Steps to Enroll:
1.

2.

3.

Expand on your research in your notebook, including why you chose this course and how it fits into your

career plan.

Step 4: Visualize Your Professional Development
Path

1. Timeline of Achievements: Sketch a timeline for the next 12 months with milestones for obtaining
or improving qualifications. Use the space below for a brief outline and create a detailed version in

your notebook.

2. Long-Term Goals: Write 3-5 sentences about where you see yourself professionally in the next 3—

5 years as an online teacher.
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Step 5: Exploring Advanced Qualifications

1. Research one advanced qualification (e.g., DELTA or MA in Education) and answer:

o What are the prerequisites?

o How could this qualification benefit your career?

2. Write: In your notebook, outline a potential timeline for pursuing an advanced qualification.

Step 6: Self-Assessment and Prioritization

1. List your top three academic priorities (e.g., completing a TEFL course, learning a new teaching

method):

Priority 1:

Priority 2:

Priority 3:

2. Reflect in your notebook: How will these priorities help you achieve your goals? Write at least one

paragraph.
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Step 7: Building Confidence Through Certifications

1. Think about how earning a new certification could improve your confidence and teaching

effectiveness. Write 2—-3 sentences below:

2. If applicable, write an affirmation to keep you motivated while working toward your qualifications:

Step 8: Peer Feedback

1. Share your planned course or academic goals with a peer or mentor and ask for feedback. Use

the space below to write down their suggestions or advice:
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Quiz for Chapter 3

1. What is the minimum industry standard for TEFL/TESOL certification?
a) 50 hours
b) 100 hours
c) 120 hours
d) 200 hours

2. Which degree is commonly required for online teaching platforms?
a) Any bachelor’s degree
b) Master’s degree in linguistics
c¢) Bachelor’s in education only

d) No degree is required

3. Which certification is considered the gold standard for teaching adults?
a) TESOL
b) TEFL
c) CELTA
d) DELTA

4. Why are qualifications important for online teachers?
a) They help teachers avoid creating lesson plans.
b) They build trust with students and employers.

c) They guarantee job placement.

d) They are legally required in all countries.

5. Which of the following is an advanced qualification for experienced teachers?
a) TEFL
b) DELTA
¢) TESOL
d) OTM Certification

Page 29




TEACHING WITHOUT BORDERS WORKBOOK

Chapter 4: Technical Readiness

Prepare your digital classroom, troubleshoot issues, and create a reliable, professional teaching setup.
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Step 1: Self-Assessment

Evaluate your current technical setup. Use the table below to assess each item and mark its status.

(Expand in your notebook with details about upgrades or solutions for missing items.)

Item Status (Ready/Needs Notes (Details or Next
Upgrade/Missing) Steps)

Computer/Laptop

Stable Internet
Connection

Webcam

Headset with Microphone

Teaching Software

Backup Power/Internet

Step 2: Troubleshooting Scenarios

1. What would you do if your internet went down mid-lesson?

Write three immediate actions you would take:

Action 1:
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Action 2:

Action 3:

Reflect further in your notebook: What long-term solutions could you implement to prevent similar

issues in the future?

2. A sudent complains of lag or unclear audio.

List steps to diagnose and resolve the issue:

Step 1:

Step 2:

Step 3:

Optional: Test these steps during a practice session and note any adjustments in your notebook.

Step 3: Technical Upgrade Plan

Use the following prompts to outline an upgrade plan for your technical setup:

1. Which items from your self-assessment need improvement?
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2. What is your budget for upgrades?

3. Write down potential solutions or products to address these needs (e.g., purchase a noise-

canceling headset or subscribe to a more reliable internet service):

Step 4: Creating a Backup Strategy

Write a brief plan for handling unexpected technical difficulties during lessons. Consider power outages,

software glitches, and device failures.

1. What is your primary backup plan (e.g., hotspot, alternative device)?

2. Do you have a secondary plan? If so, describe it:

3. Create: In your notebook, create a step-by-step guide to follow during emergencies. Include a

checklist for maintaining your backup tools.

Step 5: Technical Readiness Checklist

Check off each item below as you prepare your technical setup:

e Test your internet speed and stability.

e Check audio and video quality with a friend or mentor.

e Ensure your teaching software is updated and functioning properly.

¢ Create a folder for troubleshooting guides and contact numbers for support.

e Set up and test a backup internet connection or power source.

Use your notebook to track progress on each task and note any recurring issues.
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Step 6: Reflecting on Your Digital Classroom

1. Imagine your ideal digital teaching space. Describe the setup in a few sentences:

2. What additional tools or technologies would enhance your teaching effectiveness? (e.g., a second

monitor, stylus, or whiteboard tool):

3. Expand in your notebook by listing specific products or services you'd like to research or invest in.

Step 7: Practice and Preparation

1. Schedule a mock lesson with a friend or peer to test your technical readiness. Write down the

feedback they provide about your setup:

2. In your notebook, reflect on any changes or upgrades you made after the mock session.

Step 8: Peer Review

1. Share your troubleshooting plan or backup strategy with a mentor or peer. Use the space below to

jot down any suggestions they offer:

Page 34




TEACHING WITHOUT BORDERS WORKBOOK

Quiz for Chapter 4

1. What is the most important feature of a teaching space?
a) Bright lighting for engagement
b) High-quality soundproofing
c) Reliable internet and clear visuals

d) Comfortable seating only

2. What should you do if your internet disconnects during a lesson?
a) Apologize and cancel the lesson
b) Switch to a mobile hotspot as a backup
c) Ignore the issue and continue when it reconnects

d) Reschedule the lesson

3. Which equipment is essential for clear communication?
a) High-resolution monitor
b) Noise-canceling microphone
c¢) Stylus for drawing

d) Second screen

4. What is the purpose of soundproofing?
a) To prevent outside noise from distracting students
b) To reduce light glare
¢) To increase student engagement

d) To improve video quality

5. What software is commonly used by online teachers?
a) Excel and Word
b) Photoshop and Canva
¢) Zoom and Skype

d) Video games
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Chapter 5: Specialization - Finding Your
Niche

Reflect on your strengths, research potential niches, and align your teaching focus with student needs.
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Step 1: Reflecting on Strengths and Interests

1. Identify three personal strengths or interests that could guide your teaching niche. Use the space

below to jot them down:

Strength/Interest 1:

Strength/Interest 2:

Strength/Interest 3:

2. Match each strength to a potential teaching niche:

Strength/Interest 1 — Niche:

Strength/Interest 2 — Niche:

Strength/Interest 3 — Niche:

Reflect: For deeper reflection, expand in your notebook by exploring how these strengths align with your

teaching style and long-term goals.

Step 2: Researching Your Chosen Niche

Select one niche and answer the following prompts:

1. Who are your target students?
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2. What skills or knowledge do they typically need?

3. Which materials or methods would work best for this group?

Write: In your notebook, expand by listing specific tools, resources, or textbooks you might use to cater

to this niche.

Step 3: Visualizing Your Role in the Niche

1. Write a short paragraph about how you can make a difference for students in your chosen niche.

2. Create a vision statement for your niche specialization, focusing on what you aim to achieve as a
teacher. (e.g. “As a Business English specialist, my vision is To empower professionals with the
language skills they need to communicate confidently, excel in their careers, and succeed in global

markets.”)

Optional: Use your notebook to brainstorm a tagline or professional bio that highlights your niche

expertise.
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Step 4: Exploring Student Needs

1. Think about common challenges your target students might face in your chosen niche (e.g., lack of

confidence, unfamiliarity with technical vocabulary). List three challenges:

Challenge 1:

Challenge 2:

Challenge 3:

2. How could you address these challenges in your teaching?

Step 5: Designing a Sample Lesson Idea

1. Brainstorm a lesson topic for your chosen niche (e.g., writing business emails, improving

conversational fluency for travelers):

2. Write 2-3 sentences about how you would structure this lesson:

Write: Expand in your notebook by sketching out the lesson in more detail, including specific activities or

materials.
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Step 6: Identifying Growth Opportunities

1. Write down two additional niches you're curious about exploring in the future:

2. Research these niches and jot down:

o What appeals to you about it?

o What skills or certifications would you need to specialize in these areas?

3. In your notebook, compare these potential niches to your current focus and assess whether they

align with your long-term goals.

Step 7: Peer Feedback

1. Share your chosen niche and vision statement with a mentor, peer, or in an online teaching forum.

Use the space below to jot down feedback or suggestions:
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Step 8: Building a Marketing Message

1. Draft a one-sentence statement to promote your niche expertise (e.g., “I help young professionals

master Business English to succeed in global markets.”):

2. In your notebook, expand this into a professional bio for your teaching profile or website, focusing

on your niche strengths.

Step 9: Tracking Your Progress

1. List three short-term goals to establish yourself in your chosen niche (e.g., creating a niche-

focused teaching plan, attending a relevant workshop):

Goal 1:

Goal 2:

Goal 3:

2. Reflect on your progress in your notebook monthly and adjust your goals as needed.
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Quiz for Chapter 5

1. What is a teaching niche?
a) A specialized area of teaching that meets specific student needs
b) A mandatory requirement for all online teachers
¢) The number of students you can teach at one time

d) A general approach to teaching multiple subjects

2. Which of the following is NOT an example of a teaching niche?
a) English for Business Professionals
b) Conversational English for Travelers
c¢) Teaching grammar exclusively to native English speakers

d) English for Academic Purposes (EAP)

3. Why might choosing a niche be beneficial for an online teacher?
a) It reduces the need for lesson preparation.
b) It allows teachers to target a specific market and stand out.
c) It eliminates competition from other teachers.

d) It is required by most online teaching platforms.

4. How can you identify the best niche for yourself?
a) Based on your strengths, interests, and student demand
b) By copying the niche of a successful teacher
c¢) By choosing the most popular niche

d) By avoiding specialized training

5. What is a key factor in creating lessons for a niche market?
a) Focus entirely on general vocabulary
b) Use materials and topics specific to the students’ goals
¢) Avoid teaching advanced grammar

d) Teach the same lessons to all students regardless of their niche
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Chapter 6: Case Studies - Practical
Teaching Applications

Apply practical strategies to tailor lessons, engage students, and build confidence in diverse teaching

contexts.
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Scenario 1: Corporate Client

A corporate client wants to improve their presentation skills. Use the prompts below to design a tailored

program:

1. Identify the client’s specific goals (e.g., delivering clear messages, engaging an audience,

reducing nervousness):

2. Write three steps to design a program tailored to their needs:

Step 1:

Step 2:

Step 3:

3. With the following resources:

Resource 1:

Resource 2:

4. In your notebook, expand by creating a brief lesson outline for a one-hour session on "Presenting

with Confidence."
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Scenario 2: Young Learner

Ayoung learner is easily distracted during lessons. Use the space below to brainstorm and prioritize

strategies to keep them engaged:

1. List three strategies to maintain their focus:

Strategy 1:

Strategy 2:

Strategy 3:

2. What type of interactive tools or activities could you use (e.g., games, visuals, songs)?

3. How can you structure a lesson to include frequent breaks or variety in activities? Write a brief

outline:

4. In your notebook, reflect on how you might adjust your teaching style to suit different learning

styles (e.g., visual, auditory, kinesthetic).
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Scenario 3: Exam Preparation

A student is nervous about an upcoming IELTS speaking test. Write strategies to help them feel more

confident:

1. List three techniques to help them practice and build confidence:

Technique 1:

Technique 2:

Technique 3:

2. Write a short script or set of prompts for a mock speaking test to simulate the real exam

experience:

3. What feedback techniques would you use to encourage and motivate the student?

4. In your notebook, create a checklist for IELTS preparation, including key topics, common

questions, and performance tips.
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Activity 1: Reflect on Past Experiences

1. Think of a time when you successfully adapted a lesson to meet a student's specific needs. Write
a short description:

2. What did you learn from this experience, and how can you apply it to the scenarios above?

Activity 2: Role-Playing

1. Imagine you're the teacher in one of the scenarios. Write a short dialogue or script for your
interaction with the student.

e Scene

o Dialogue:

2. In your notebook, expand this role-play by adding potential student responses and how you might
adapt your teaching.
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Activity 3: Designing a Resource Toolkit

1. What tools or resources would you need to effectively address these scenarios (e.qg., flashcards,

vocabulary lists, mock tests)? List at least three:

Tool 1:

Tool 2:

Tool 3:

2. In your notebook, create a plan to gather or create these resources.

Reflection Activity

1. Which of these scenarios do you feel most confident addressing? Why?

2. Which scenario would challenge you the most, and how could you prepare to handle it effectively?
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Quiz for Chapter 6

1. What is the most important consideration when tailoring lessons for a corporate client?
a) Including fun games in every lesson
b) Aligning lessons with their specific professional needs
c¢) Teaching only general English skills

d) Avoiding feedback during lessons

2. How can you increase engagement for a young learner struggling with focus?
a) Include visual aids, games, and interactive activities
b) Use only grammar worksheets
c) Allow them to skip lessons when uninterested

d) Focus entirely on lectures

3. What is an effective way to help a student preparing for an English proficiency test?
a) Focus solely on vocabulary drills
b) Conduct mock tests and offer constructive feedback
c¢) Avoid discussing the test format to reduce stress

d) Provide unrelated practice activities

4. A student excels at reading but struggles with speaking. What is the best approach?
a) Focus lessons on improving pronunciation and fluency
b) Continue prioritizing reading exercises
c) Ignore the issue and move to advanced topics

d) Teach unrelated skills like writing

5. What should you do if a student becomes disengaged during online lessons?
a) Ask them what topics or activities interest them
b) End the lesson immediately
c) Increase the complexity of the lesson

d) Stop giving homework
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Chapter 7: Professional Development
Plan

Set actionable goals, build networks, and enhance your skills to grow as an online teacher.
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Step 1: Goal Setting

Use the table below to outline your short- and long-term goals. Consider both professional and personal

development objectives. (Expand in your notebook for more detailed planning if needed.)

Goal Timeframe | Steps to Achieve Resources Needed

Example: Obtain CELTA | 6 months Research courses, enrolf, complete Funding, time

Step 2: Reflection on Goals

1. Which of your short-term goals excites you the most? Why?

2. How will achieving your long-term goals impact your teaching career? Write 2—3 sentences below:
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Step 3: Action Plan

1. Choose one of your goals from the table above and break it into actionable steps.

e Goal:

o Step 1:

o Step 2:

o Step3:

2. In your notebook, create a timeline or checklist for tracking progress on this goal.

Step 4: Professional Networking

1. Research and join at least one professional network for online teachers (e.g., LinkedIn groups,

TEFL forums, Facebook communities). Write the name of the network(s) you've joined:

Network 1:

Network 2:

2. Write three questions to ask experienced members in these networks:

Question 1:

Question 2:

Question 3:
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Step 5: Expanding Your Network

1. Identify two influential individuals in your field you'd like to connect with. Write their names or roles

below:

Person 1:

Person 2:

2. Draft a brief introductory message you could send to them:

3. In your notebook, outline a plan to actively engage with your professional community (e.g., sharing

posts, commenting on discussions).

Step 6: Skill Development Plan

1. List one skill or area of expertise you want to improve (e.g., creating engaging lesson materials,

mastering online teaching tools):

2. Research a workshop, webinar, or course to enhance this skill. Provide the details:

o Workshop/Webinar Name:

e Cost:

e Time Commitment:
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Step 7: Career Milestone Tracker

1. What milestones do you want to achieve in the next year? Write at least three below:

Milestone 1:

Milestone 2:

Milestone 3:

2. Create: In your notebook, create a visual tracker (e.g., timeline or chart) to monitor your progress.

Step 8: Building a Personal Brand

1. Write a one-sentence summary of how you want to be perceived as an online teacher (e.g., ‘I

specialize in helping professionals master Business English for global success.”):

2. List three steps to enhance your professional profile (e.g., updating Linkedin, creating a website,

showcasing testimonials):

Step 1:

Step 2:

Step 3:

Page 54




TEACHING WITHOUT BORDERS WORKBOOK

Step 9: Reflection on Networking

1. Reflect on how networking can benefit your career. Write 2—3 sentences below:

2. In your notebook, journal about any insights or advice you receive from your new professional

connections.
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Quiz for Chapter 7

1. What is a benefit of setting professional goals?
a) It ensures a steady student base without effort.
b) It helps you track progress and stay motivated.
c) It removes the need for self-reflection.

d) It guarantees a job at a specific platform.

2. What is one way to expand your professional network?
a) Join online teaching communities and forums
b) Teach for free indefinitely
c) Focus solely on your current students

d) Avoid connecting with other teachers

3. Which of the following is an example of a short-term professional goal?
a) Obtain a CELTA certification in 6 months
b) Plan to retire from teaching in 10 years
c) Develop a niche market over the next 5 years

d) Build an independent teaching platform in a decade

4. How can online teachers stay updated on industry trends?
a) Attend webinars, workshops, and training sessions
b) Avoid reading about new teaching methods
c¢) Teach using only traditional textbooks

d) Rely entirely on feedback from students

5. What is a key factor in creating a professional teaching portfolio?
a) Include detailed lesson plans for all age groups
b) Highlight certifications, experience, and teaching philosophy
c¢) Focus only on hobbies unrelated to teaching
d) Avoid including student testimonials

Answer: b) Highlight certifications, experience, and teaching philosophy
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Chapter 8: Well-Being and Time
Management

Plan your routine, manage stress, and build habits for a balanced, productive lifestyle.
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Step 1: Daily Routine Planner

Use the table below to structure your day into focused blocks for teaching, preparation, rest, and

personal time. Example blocks are provided for guidance. (Expand in your notebook if needed.)

Time of Day Activity Notes

Morning

Late Morning

Midday

Afternoon

Evening

Example Daily Routine:

¢ Morning: 30 mins of stretching or exercise.
¢ Midday: Screen-free lunch break.

e Evening: Wind-down routine with no screens 1 hour before bed.

Reflection:

How does this routine help you balance productivity and rest? Write 2—3 sentences below:
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Step 2: Habit Tracker

Monitor your daily habits to maintain a balanced lifestyle. Fill in the table below and reflect on your

progress weekly.

Habit | Daily Goal | Mon | Tue | Wed | Thurs | Fri | Sat | Sun

Screen-Free Breaks | 2 hours

Hydration | 2 liters

Physical Activity | 30 mins

Reflection

1. Which habit was the easiest to maintain this week?

2. Which habit needs more effort, and what steps can you take to improve?

Step 3: Managing Stress

1. List three techniques to manage stress during busy teaching weeks:

o Technique 1:

o Technique 2:

o Technique 3:
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2. Reflection:

o Which of these techniques do you already use effectively?

o Which technigue would you like to implement, and how will you do so?

3. Action Plan:
Identify a time during your day to incorporate one of these stress management techniques (e.g.,

meditation in the morning, short walks between lessons):

Step 4: Weekly Review and Adjustment

1. Reflect on your routine at the end of the week:

o What worked well?

o What didn't work?

o What will you adjust next week?

2. Set Priorities for the Next Week:

List three specific goals or habits to focus on improving:

o Priority 1:

o Priority 2:

o Priority 3:
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3. Celebrate Progress:

Write one thing you accomplished this week that you're proud of:

4. Deeper Reflection (Optional):
Use your notebook to journal about how these adjustments align with your long-term goals for

well-being and time management.

Step 5: Setting Boundaries

1. Write three boundaries to protect your time and energy (e.g., no work emails after 8 PM):

o Boundary 1:

o Boundary 2:

o Boundary 3:

2. How will you communicate these boundaries effectively? Consider who needs to know about your

boundaries (e.g., students, family, colleagues), and write a brief plan for how you’ll share them.

3. Reflection:

How will these boundaries improve your work-life balance? Write 2—-3 sentences:

4. Accountability:

Use your notebook to create a checklist for tracking how well you stick to these boundaries over
the next week.
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Step 6: Self-Care Plan

1. Identify three self-care activities to include in your routine (e.g., journaling, exercising, reading):

o Activity 1:

o Activity 2:

o Activity 3:

2. Reflection:

How do these self-care activities improve your well-being? Write 2—3 sentences below:

3. Action Plan:

Decide when you will integrate these activities into your weekly routine. Write down specific times

or days:

4. Accountability:

Track your self-care activities for one week in your notebook. Reflect on how consistently you

followed through and adjust as needed.
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Step 7: Productivity Tools

1. List tools or methods you will use to manage time effectively (e.g., to-do lists, apps, digital

calendars, time-blocking techniques):

o Tool/Method 1:

o Tool/Method 2:

o Tool/Method 3 (Optional):

2. Reflection on Effectiveness:

Write a short paragraph on how these tools will help you prioritize tasks and stay organized:

3. Implementation Plan:

Describe when and how you will use these tools in your daily routine (e.g., "Check my to-do list

every morning before lessons."):

4. Tracking Progress:
Use your notebook to log how consistently you use these tools over the next week. Reflect on their

impact on your productivity and make adjustments as needed.
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Step 8: Reflection on Work-Life Balance
1. Current Balance:

How do you currently balance work and personal life?

2. Set Specific Goals:
Write 1-2 specific goals to improve your work-life balance:

o Goal 1:

o Goal 2 (Optional):

3. Action Plan:

Outline the steps you will take to achieve these goals. Write brief action items below:

4. Reflection:

How will achieving these goals benefit your personal and professional life? Write 2—3 sentences:

5. Accountability:

Use your notebook to track progress on these goals weekly and reflect on whether the changes

are effective. Adjust as needed.
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Quiz for Chapter 8

1. Why is it important to take regular screen breaks?
a) To reduce eye strain and improve focus
b) To complete other household tasks
¢) To minimize lesson preparation time

d) To avoid interacting with students

2. What is a good practice to maintain physical health as an online teacher?
a) Exercise regularly and stretch between lessons
b) Teach standing up for all lessons
c¢) Avoid physical activity entirely to save energy

d) Focus only on mental health strategies

3. How can mindfulness improve your teaching routine?
a) By reducing stress and increasing focus
b) By eliminating the need for lesson planning
c¢) By guaranteeing student satisfaction

d) By minimizing technical issues

4. What is the primary purpose of time-blocking your schedule?
a) To dedicate specific times for teaching, preparation, and rest
b) To work continuously without breaks
¢) To minimize interaction with students

d) To complete all tasks at the same time

5. Which habit is essential for maintaining hydration during lessons?
a) Drinking 2 liters of water daily
b) Avoiding water to limit distractions
c¢) Drinking only during breaks

d) Having coffee or tea instead of water
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Chapter 9: Final Section - Building Your
Career
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Step 1: Marketing Task

Write a professional profile that highlights your qualifications and showcases your teaching style. Use

the prompts below to structure your profile:

1. Key Qualifications and Certifications:

Include certifications like TEFL, TESOL, or CELTA and any degrees relevant to teaching.

2. Your Teaching Philosophy and Style:

Describe how you approach teaching and what makes your lessons unique.

3. Call-to-Action (CTA):

Write a clear and engaging CTA to encourage potential students to connect with you. Example:

“Contact me today to start your English learning journey!”

4. Reflection:

In your notebook, expand on how your profile aligns with the type of students you want to attract

and refine the language for clarity and impact.
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Step 2: Portfolio Creation

Create two sample teaching videos or presentations to showcase your skills. Use the prompts below to
outline your ideas:

1. Introduction Video:

¢ Include your name, background, qualifications, and what students can expect from your
lessons.

¢ Key Points to Include:

o Who you are:

o Your teaching experience:

o Afriendly message to engage viewers:

2. Teaching Demo Video:

e Demonstrate your teaching style with a mini-lesson (e.g., vocabulary, grammar, or conversation
practice).

¢ Topic of your demo:

¢ Techniques or tools you will highlight:

3. Action Plan:

e Choose a platform for recording and editing your videos (e.g., Zoom, Canva, or Loom):

¢ Record and review your videos for clarity, engagement, and professionalism.
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Step 3: Final Checklist

Complete the checklist below to ensure your career-building process is on track:

e Complete your professional profile.
¢ Record and edit two sample teaching videos or presentations.
¢ Research and apply to at least two teaching platforms:

o Platform 1:

o Platform 2:

¢ Join at least one online teaching community for networking and support.

o Community Name:

Step 4: Reflection and Future Planning

1. What steps have you taken to build your career as an online teacher? Write 2—3 sentences:

2. In your notebook, outline a 6-month plan for further career growth, including potential areas for

specialization, networking, or certifications.
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Quiz Answers
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Quiz for Introduction

1. What is a key advantage of online English teaching?

Answer: b) Flexibility and global reach

2. Which of the following best describes the role of an online English teacher?

Answer: a) Language coach and mentor

3. Why is self-reflection important before starting an online teaching career?

Answer: b) To align your goals with your teaching style

4. Who might benefit the most from learning English online?

Answer: a) Students in areas with limited access to English teachers

5. What is an important first step in preparing for an online teaching career?

Answer: a) Writing a mission statement

Quiz for Chapter 1

1. What was a major factor in English becoming a global language?

Answer: c) British colonial expansion

2. Which sector officially uses English for communication worldwide?
Answer: c) Aviation

3. Why is English considered the language of opportunity?
Answer: b) It is the language of global industries and academia.

4. What percentage of internet content is in English?

Answer: a) Over 50%

5. Which of these is an example of English for Academic Purposes (EAP)?

Answer: a) Writing essays for research papers
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Quiz for Chapter 2

1. What is a defining feature of Online Teaching Platforms (OTPs)?

Answer: c) Platforms provide pre-designed lesson materials

2. Which is a major benefit of freelancing on Online Teaching Marketplaces (OTMs)?

Answer: b) Full control over rates and schedule

3. What is a key challenge of running your own Online Teaching Business (OTB)?

Answer: c) Managing marketing and student acquisition

4. What is a common reason teachers start with OTPs?

Answer: b) They provide structure and steady income.

5. Which pathway offers the most earning potential and independence?

Answer: c) OTBs

Quiz for Chapter 3

1. What is the minimum industry standard for TEFL/TESOL certification?

Answer: c) 120 hours

2. Which degree is commonly required for online teaching platforms?
Answer: a) Any bachelor’s degree

3. Which certification is considered the gold standard for teaching adults?
Answer: c) CELTA

4. Why are qualifications important for online teachers?
Answer: b) They build trust with students and employers.

5. Which of the following is an advanced qualification for experienced teachers?

Answer: b) DELTA
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Quiz for Chapter 4

1. What is the most important feature of a teaching space?
Answer: c) Reliable internet and clear visuals

2. What should you do if your internet disconnects during a lesson?
Answer: b) Switch to a mobile hotspot as a backup

3. Which equipment is essential for clear communication?
Answer: b) Noise-canceling microphone

4. What is the purpose of soundproofing?
Answer: a) To prevent outside noise from distracting students

5. What software is commonly used by online teachers?

Answer: c) Zoom and Skype

Quiz for Chapter 5

1. What is a teaching niche?
Answer: a) A specialized area of teaching that meets specific student needs
2. Which of the following is NOT an example of a teaching niche?
Answer: c) Teaching grammar exclusively to native English speakers
3. Why might choosing a niche be beneficial for an online teacher?
Answer: b) It allows teachers to target a specific market and stand out
4. How can you identify the best niche for yourself?
Answer: a) Based on your strengths, interests, and student demand
5. What is a key factor in creating lessons for a niche market?

Answer: b) Use materials and topics specific to the students’ goals
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Quiz for Chapter 6

1. What is the most important consideration when tailoring lessons for a corporate client?

Answer: b) Aligning lessons with their specific professional needs

2. How can you increase engagement for a young learner struggling with focus?

Answer: a) Include visual aids, games, and interactive activities

3. What is an effective way to help a student preparing for an English proficiency test?

Answer: b) Conduct mock tests and offer constructive feedback

4. A student excels at reading but struggles with speaking. What is the best approach?

Answer: a) Focus lessons on improving pronunciation and fluency

5. What should you do if a student becomes disengaged during online lessons?

Answer: a) Ask them what topics or activities interest them

Quiz for Chapter 7

1. What is a benefit of setting professional goals?

Answer: b) It helps you track progress and stay motivated

2. What is one way to expand your professional network?
Answer: a) Join online teaching communities and forums

3. Which of the following is an example of a short-term professional goal?
Answer: a) Obtain a CELTA certification in 6 months

4. How can online teachers stay updated on industry trends?
Answer: a) Attend webinars, workshops, and training sessions

5. What is a key factor in creating a professional teaching portfolio?

Answer: b) Highlight certifications, experience, and teaching philosophy
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Quiz for Chapter 8

1. Why is it important to take regular screen breaks?
Answer: a) To reduce eye strain and improve focus
2. What is a good practice to maintain physical health as an online teacher?
Answer: a) Exercise regularly and stretch between lessons
3. How can mindfulness improve your teaching routine?
Answer: a) By reducing stress and increasing focus
4. What is the primary purpose of time-blocking your schedule?
Answer: a) To dedicate specific times for teaching, preparation, and rest
5. Which habit is essential for maintaining hydration during lessons?

Answer: a) Drinking 2 liters of water daily
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Teaching Without Borders
Workbook

About This Workbook

This workbook is designed to guide aspiring and experienced online
English teachers through practical exercises, reflections, and action
steps to enhance their teaching careers. Covering key topics such as
specialization, technical readiness, professional development, and
work-life balance, it provides a structured approach to success in the
online EFL/ESL teaching industry.

Who This Workbook Is For

* New and experienced online English teachers

» Educators seeking to refine their skills and expand their career
opportunities

* Professionals transitioning into online teaching

How to Use This Workbook

» Complete the exercises and activities to assess your readiness
and set goals

* Use the reflection prompts to deepen your understanding and
track progress

* Apply the strategies to develop your teaching niche, technical
setup, and career plan

* Revisit sections as your career evolves and update your goals
accordingly

Stay Connected

For more resources, updates, and professional networking
opportunities, connect with online teaching communities and
platforms. Keep learning, growing, and making an impact in the world
of EFL/ESL education.

Copyright © 2025 by Henry Lilienfield. All rights reserved. No part of
this workbook may be reproduced or distributed without permission
from the author.
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