
Spanish for University 
Internationalisation (A1–A2) 
Duration:10- 12 hours 
Level: A1–A2 (Beginner to Elementary) 
Format: Short intensive staff training course 
Target group: 
Administrative staff, International Relations Officers,academics, academic 
managers, project officers, and other university participating in 
internationalisation of Higher education  
 
 
 
 
This course is designed to strengthen participants’ linguistic, intercultural and 
professional competences in the context of higher education 
internationalisation. 
It supports staff members who work in academic management, administrative 
services, international offices and international projects, enabling them to 
operate more effectively in Spanish-speaking university environments. 
 
 
Course Objectives  
By the end of the course, participants will be able to: 

• Develop basic to elementary Spanish language skills (A1–A2) for 
professional use. 

• Communicate effectively in routine academic and administrative 
situations. 

• Improve institutional communication with Spanish-speaking partners. 

• Enhance intercultural awareness in higher education contexts. 

• Support internationalisation activities such as mobility, cooperation 
agreements and project management. 

 
 
Learning Outcomes 
After completing the course, participants will be able to: 

• Introduce themselves and their institution in Spanish. 

• Describe their professional role and responsibilities. 

• Handle basic administrative interactions (requests, documents, emails). 



• Understand and use key terminology related to internationalisation and 
mobility. 

• Participate in simple professional exchanges in meetings and 
institutional settings. 

 
 
Course Structure (5 Modules – 10-12 hours) 
 
 
Module 1 – Professional Communication in a 
University Context  
 
 
Focus 
Basic interaction and institutional politeness in Spanish-speaking universities. 
Contents 

• Greetings, farewells and courtesy formulas 

• Professional introductions (name, role, institution) 

• Countries, nationalities and languages 

• Formal address in institutional contexts 

• Cultural conventions in academic communication 

Erasmus+ relevance: 
Facilitates integration during staff mobility and everyday interaction at the host 
institution. 
 
 

Module 2 – University Structures and Academic 
Management  
 
 
Focus 
Understanding and describing the organisation of universities. 
Contents 

• University governance and basic structures 

• Faculties, departments and services 

• Academic and administrative roles 



• Degrees and programmes (Bachelor’s, Master’s, PhD) 

• Academic calendar and basic procedures 

Erasmus+ relevance: 
Supports understanding of host institutions and comparison of organisational 
models. 
 
 
Module 3 – Administrative Communication and 
Institutional Procedures  
 
 
Focus 
Handling routine administrative tasks in Spanish. 
Contents 

• Administrative offices and services 

• Basic documents (forms, certificates, emails) 

• Asking for and giving information 

• Polite requests and simple written communication 

• Institutional vocabulary 

Erasmus+ relevance: 
Improves efficiency in administrative cooperation and staff exchanges. 
 
 
Module 4 – Internationalisation, Mobility and 
Cooperation  
 
 
Focus 
Language for international relations and mobility contexts. 
Contents 

• International Relations Offices 

• Student and staff mobility (incoming / outgoing) 

• Partner institutions and agreements 

• Erasmus+ and international programmes (basic terminology) 

• Describing international activities and collaborations 



Erasmus+ relevance: 
Directly linked to Erasmus+ mobility management and international 
cooperation. 
 
 
Module 5 – Professional Interaction, Meetings and 
Practical Training  
Focus 
Applied language use in real Erasmus+ staff scenarios. 
Contents 

• Scheduling meetings and appointments 

• Basic language for meetings and teamwork 

• Project-related vocabulary (tasks, deadlines, responsibilities) 

• Role plays based on real staff training situations 

• Review and consolidation 

 
 

Teaching and Learning Methodology 
• Communicative and task-based approach 

• Practice-oriented sessions 

• Role plays and simulations  

• Use of simplified authentic university materials 

 
 
Assessment and Certification 

• Continuous participation 

• Completion of activities  

• Certificate of attendance  

 


