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This class will introduce students to basic English used in business contexts. The course
B DA stresses business lexicon (vocab.ulary., .usage, idioms, coI.Iocatio.ns) in sjpeaking, and .rheto.rical
forms (letters, memos, agendas) in writing. The class will provide basic competencies with a
range of business situations.
Students will learn:
(@) Write a resume in English
o4 B 4B (@ Learn spoken expressions for several common business situations
@ Write business memos, letters, and agendas
@ Make brief presentations
® Learn western meeting format and language
Week 1: Course introduction; Designing a resume
Week 2: Meeting people; Talking about your job
Week 3: Contacting people; Taking and writing messages; Designing a business
Week 4: Politeness; Small talk; Business plan
Week 5: Participating in meetings; Meeting memo
Week 6: Appointments; Appointment memo
Week 7: Making and responding advice and procedures; Itinerary
BEOFE Week 8: Suggestions; Design and present promotional gifts
Week 9: Using and describing graphs; Sales memo
Week 10: Presenting an argument; Discussing pros and cons
Week 11: Dealing with problems
Week 12: Running a meeting
Week 13: Running a meeting; Letter of agreement
Week 14: Negotiating on a proposal
Week 15: Final quiz
Intelligent Business: Skills Book, Pre—intermediate, by I. Barrall & N. Barrall. Longman 2006.
TXANEMEF
ISBN 978-0-582-84692-0, 0-582-846927
This course has a web—support component and a textbook with CD—ROM which students will
_ . use. Students will do listening exercises, text exercises on language, written assignments,
BEEORR L . o . : : ,
spoken role plays in various office settings (including meetings), and make brief presentations
as part of the course activities.
Final grades are calculated generally as follows: Class participation — 20%; Class activities and
RfESE D A% quizzes — 40%; Papers (letters, memos, etc.) — 40%. Students must achieve a minimum grade
of 70 to pass.
[BIBIZHT=>TMDEE | Students should have intermediate—level English for this course. Students must attend 12 of
ER the 15 classes to pass.
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