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2. AEEHNMEORE

FHEOBEN
For students to learn how to communicate in a business setting.
FEBER
= Using the text as a work book, listening to lectures about business, and discussion times to further

PHRONE EHE .
understanding.
I don't expect them to do homework, but they will have the option of doing research out of class to improve

ERERRISN DFE(E . . . _
their knowledge. I will provide them time in class to research when needed.

R ~~ During lecture and discussion times, they will be expected to leave their phones on top of their desks. Durin
e tosresmEs ™ _ o8, they perte i i °

research and study times they will be allowed to use their smart phones as study tools.
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4. AEEBBEOREHE

] HEBRR BERNE
Go over syllabus, discover
1 English ability. First meeting Orientation and introduction. English for Socialization: Chapter 4, Part 1
communication
Learning to talk about personal . . . o
2 lifestvl Ability to talk about personal life: English for Socialization: Chapter 4, Part 5
ifestyle
Learning English for the telephone: English for Socialization: Chapter 1, Part
3 Learn how to make a phone call 1
Learn to organize your topics to . o . e
4 . Topic organization: English for Socialization: Chapter 1, Part 6
discuss
Learn to put together a good . . . N
5 . Writing for Business,: English for Socialization: Chapter 6, Part 1
business letter
. o . Correspondence phrases for different situations: English for Socialization:
6 Learning about write in business
Chapter 6, Part 4
Learning correct phrases in . . R
7 . . . Writing Model Letters: English for Socialization: Chapter 6, Part 5
different situations
8 Learning good meeting habits What makes a good meeting: English for Socialization: Chapter 3, Part 1
9 Using business meeting terms Meetings and key terms that are used: English for Socialization: Chapter 3,
correctly Part 2
Learning proper phrases in a . . . ) s
10 . T . Opinions in meetings: English for Socialization: Chapter 3, Part 4
discussion in a meeting
11 Understanding a good Steps for giving a good presentation: English for Socialization: Chapter 2,
presentation Part 1
Preparing a presentation for your n . T
12 . Organizing a presentaton: English for Socialization: Chapter 2, Part 2
listeners
Understanding a successful . . L .
13 o Negotiations: English for Socialization: Chapter 5, Part 1 and Test Review
negotiation
14 Test
15 Feedback
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Communicating in Business English, Compass Publishing
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2. AEEHNMEORE

e o) =[] .
AEgE To better understand business language and concepts.
E2HROANE EME Textbook work, group and individual projects.
RERFEINDF(E Research and composition for projects and writing assignments.
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4. AEEBBEOREHE

[l HEBR BEANE
1 Can discuss documents and Textbook Unit 5. Roleplay conversations about documents,
correspondence correspondences, deadlines, and reponsibilities.
5 Can use past simple Textbook Unit 5. Use past simple language to discuss current and
language. recent activities.
3 Can solve problems and Textbook Unit 5. Roleplay discussions of problems, solutions, and
communicate appologies. appologies.

Can discuss social media and | Textbook Unit 6. Class discussion about the relationship between
networking. social media and business in today's world.

Textbook Unit 6. Writing descriptions of past activities and

5 Can describe past events. )
experiences.

Can handle small talk and . ) -
6 Textbook Unit 6. Large group conversation activity.

conversations.

Can discuss departments and Textbook Unit 7. Group project, company structure and
responsibilities. organization.

Can describe postion of place . . . . . . .
8 Textbook Unit 7. Giving directions in conversation and email.

and movement.

9 Can leave phone messages. Textbook Unit 7. Practice leaving phone messages.
10 Can discuss employment. | Textbook Unit 8. Couple discussions about future employment plans.
11 Can communicate time. Textbook Unit 8. Practice communicating and keeping schedules.
Can arrange meetings and . . .
12 Textbook Unit 8. Group meeting project.
events.
13 Exam prep. Final exam preparation and review.
14 Final exam. Final exam.
15 Exam feedback. Final exam feedback and Q&A.

5. XEEREHOHBRE - S2EXH - BNF
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SENG - ERE Textbook, project materials.
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