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Course Description
(Level of English: Intermediate to Upper-Intermediate / maximum number of students: 30)

Telephoning, presentations, meetings, negotiations, business correspondence and social English are
regarded as the most common business skills needed for job seekers. This course is especially
designed for students wanting to learn the key business language necessary to participate in an
international work environment. A broad range of topics are included such as human resources, job
application and marketing. Through discussion and reading of authentic texts we learn about business
concepts and developments in business. Special emphasis is placed upon building participants
communication skills. The exercises and tasks will allow them to apply the business knowledge and
experience they already have. By doing these activities trainees will also have a taste of how tasks
speaking in particular, can be tackled in business English examinations, for instance, the Cambridge
Linguaskill (formally called BULATS, Business Language Testing Service) and BEC (Business English
Certificates) exams.

Note: If you have successfully enrolled on the course, it is important to attend the first class for
a detailed course introduction.
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Developing English presentation, job interview and other relevant skills needed in workplace
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¥ # i B # Teaching Schedule & Content

#F =t Week R % Subject/Topics # 3xRemarks
1 School starts_Course overview and needs analysis
2 Unit 1: Staff development and training
3 Unit 2: Job descriptions and job satisfaction
4 Talking about your job
5 Job application documents
6 Preparing a job interview
7 Spring Break (no class)
8 Practice and revision
9 A simulgted one-to-one interview

(¥ ¢ ¥ 2% Midterm Exam)
10 Business TV shows
11 Unit 4: Making contact
12 Business correspondence
13 Unit 5: Breaking into the market
14 Ditto
15 Revision and preparation
16 Final Project Presentation
17 Final Project'Presentation
(#F % % 31 Final Exam)
18 Feedback and questions
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¥ P Lecture & w3t #Group Discussion |:| %2B9 Y Field Trip

H i Miscellaneous: in—class activities, audio recordings and video
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Textbook & Other References (Title, Author, Publisher, Agents, Remarks, etc.)
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Teaching Aids & Teacher’ s Website(Including online teaching information.
Personal website can be listed here.)
Join our Google Classroom (dggdcve) for online discussions, learning materials and submitting your
coursework (use your personal Gmail in case your school email runs out of space).

H w4 L P (Supplemental instructions)
Instructor: Lucia Tai-Yun CHENG
Email: luciacheng@gms. ndhu. edu. tw

Comments from previous semesters:

EEF PR A L BRI RS AN B 2
AERYVOIRBKY A RRR AL > 2B Y e B A EREL

EEF TR T S AR EBRE P

AEEY A LRl A RS F g RS .

Teacher is very great and professional, I can truly learn some English marketing skills and phrases
in this class.

I enjoy that this class is very interactive and welcoming.

I like that learning is interactive as well as collaborative.

I like the use of the mock interview as a means of evaluation, highly effective.




