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Business knowledge; business terminology; practicing listening and speaking skills
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Orientation 318391 Uszasd wazilmanevessedy | Useneunsaeiin

1. Introduction to English for
Business Professional
Development and course
Syllabus

2. Recommendation for books

and website

Introduction: English
Grammar, Sentence Structure
and Business Language in 21°%
Century

1. The importance of English
grammar and sentence

structure

- Learning Outcome
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Welig FouAnnswauiinyenisi
M3An N15uA N13TUTS waEAITUARIAY
ALty

4. 1¢i8apunuunuidignuies lnggaoy
wounanglvigiseudldlusunsy English

Awdanguidfiomsiaun
FAnmegsia Tuide
“English Grammarr,
Sentence Structure and
Business Language in
21" Century”

2. WBSC: wuilniin Seq
ANEIAYUBdlATIEs 1
Usslerlumsinsiodioans
{aSORAR!

3. TUsunsu English

Discoveries Online
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Introduction: English
Grammar, Sentence Structure
and Business Language in 21°%
Century (cont.)

1. Business Language in 21"
Century

2. The significant mistakes in

Business Communication

- Learning Outcome
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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

- Learning Outcome

1) JiSsuanunsnesuieingusvasd
wazANudIRvemfivaznis
anfluaudszianaig q anelu
D9ANT

2) gRguansaUsEynaldvgua
MPUATIBATANING LaznI5AA
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aounudoyanisatasny dadunsviels
F3uldinsulasnisidouuuuaniunisald
REGIRCS

4. 1¢i8apunuunuidignuies lngdaay
wouvanglvigiseuidldlusunsy English
Discoveries Online Faifun13.dalonals
Hissufnwimanuiiaginduniwsingy
fonules ite i SouwAnnisioudse

Work (6" Edition)

2. Power point
Usenaumsaetin
Awdanguiiion st
FAnmegsia Tuide
“Calling about a job”
and “Telephoning”

3, WBSC: wutilniin 3eq
“Calling about a job”
and “Telephoning”

4. Tsunsu English
Discoveries Online
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Unit 2 The Job Interview

1. Common expressions used in
interviews

2. Model Dialogues

3. Role Play

- Learning Outcome
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99ANT

2) fluaunsaUseynaldnua
MPIUATIBATANING UWaznI5AA
Waudnnssulunsuideym

3) gguansalinuTmilouns
vhauduiin ieuftRauliussg
WhnuneesAns

4) fiSeuausnszylsziiunig
P3usssuuarimuaiuiiolanas
Uszendlivanasesssu

iioinIeuauneuneusuiieu eduie
youlraraien ynUszasdvnsunFoy
dlevluuni3eu uazasy Ysznoudonns
aauinnmdnguiionswandvdnmg
33519

2. 19 5apunuvaiuse laugaauaziln
TenalvigiSouiinisuanidsuanudniiu
Tnenisedivse dnamu uazTiasnzviilon
el iFouAnnsiauinueniadiy
MSAR N15YA N1V LAaTNISULERIAINY
ALy

3. l38aeulnunisuansunuimauud (Role
Playing) dSuaniunisainisinsdniiviie
aounudoyanisatasny dadunsviels
Fi5ouldfnsulasnisideuuuuaniunisald
Anduass

4. 1¢i8apunuufnuiaienuies lngaou
wouvanglvigiseudldlusunsy English
Discoveries Online Faunisidalenials
Hissufnwimanuiuaginduniwdingy

Work (6™ Edition)
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“The Job Interview”
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“The Job Interview”
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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

- Learning Outcome
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Unit 6 Planning a Business Trip
1. Common expressions used in
planning a business trip

2. Model Dialogues

3. Role Play

- Learning Outcome
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wazaNd Ay e mTiuazns
audusulszianeng q aelu
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“Planning a Business
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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

- Learning Outcome
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Unit 8 Letters of Application
1. Letter styles

2. Parts of a letter

3. Content of the letter

4. Wringing Assignment

- Learning Outcome
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Unit 9 Resume and Form-filling
1. Main sections of a resume
2. Resume examples

3. Wringing Assignment

- Learning Outcome

1) {iSeuanunsneduneingUszeasd
wazaNd Ay e mTiuazns
audusudszianeng q aelu
99ANT

2) flguaunsaUsEynaldvnua
MTAATIZATANING Lazn13An
Wwauinnssulunsuideym

3) gguansalinuTmilouns
vihauduiin ieuftRauliussg
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Kinds of Social-Business Letters:
Unit 10 Letters Expressing
Thanks & Letters of
Congratulations

1. Letters expressing Thanks

2. Letters of Congratulations

3. Wringing Assignment

- Learning Outcome
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Kinds of Social-Business Letters:
Unit 11 Letters of Condolence
& Formal Invitations and
Replies

1. Letters of Condolence

2. Formal Invitations and
Replies

3. Wringing Assignment

- Learning Outcome
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Unit 12 Memorandums

1. Components of
Memorandums

2. Wringing Assignment

Unit 13 Minutes of a Meeting
1. Agenda

2. Minutes of the meeting

3. Wringing Assignment

- Learning Outcome
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Unit 14 Letters of Enquiry and
Replies to the Letters of
Enquiry

1. Letters of Enquiry

2. Replies to the Letters of
Enquiry

3. Wringing Assignment

- Learning Outcome
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The Use of Email in Business
Communication

1. Advantages and
disadvantages of Email in
business communication

2. Common Email mistakes

- Learning Outcome
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The Use of Email in Business
Communication (cont.)
1. Examples of good Emails in
business communication

2. Wringing Assignment

- Learning Outcome
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