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Business knowledge; business terminology; practicing listening and speaking skills
by using business terminology and idioms for job interview, business negotiation, and
presentation in business meeting; practicing reading and writing skills for memo, business

report, business letter, and business e-mail
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2. Recommendation for books
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Introduction: English
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and Business Language in 21"
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grammar and sentence
structure

2. Business Language in 21"
Century

3. The significant mistakes in

Business Communication
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Unit 1 Calling about a Job

1. Common expressions used
when asking about a job

2. Model Dialogues

3. Role Play

Unit 3 Telephoning

1. Common expressions used in
telephoning

2. Model Dialogues

3. Role Play
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Unit 2 The Job Interview

1. Common expressions used in
interviews

2. Model Dialogues

3. Role Play
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Unit 4 Invitations

1. Common expressions used in
Invitations

2. Model Dialogues

3. Role Play

Unit 5 Receiving Visitors

1. Common expressions used in
greeting visitors

2. Model Dialogues

3. Role Play
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Unit 6 Planning a Business Trip
1. Common expressions used in
planning a business trip
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3. Role Play
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Unit 7 Requesting

1. Common expressions used in
requesting

2. Model Dialogues

3. Role Play

Presentation for Business
Meetings

1. Tips for giving a great
presentation

2. Role Play
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2. Parts of a letter
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