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. o For students to learn how to communicate in a business setting.
HEER
Using the text as a work book, listening to lectures about business, and discussion times to further
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understanding.
I don't expect them to do homework, but they will have the option of doing research out of class to
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improve their knowledge. I will provide them time in class to research when needed.
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BELDEREIES desks. During research and study times they will be allowed to use their smart phones as study

tools.
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1 ability. First meeting Orientation and introduction. English for Socialization: Chapter 4, Part 1
communication
Learning to talk about personal . . . o
2 lfestyle Ability to talk about personal life: English for Socialization: Chapter 4, Part 5
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 . - . g
4 ) Topic organization: English for Socialization: Chapter 1, Part 6
discuss
Learn to put together a good . . . o
5 ) Writing for Business,: English for Socialization: Chapter 6, Part 1
business letter
) L . Correspondence phrases for different situations: English for Socialization:
6 Learning about write in business
Chapter 6, Part 4
Learning correct phrases in -, . L
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
5 Using business meeting terms Meetings and key terms that are used: English for Socialization: Chapter 3,
correctly Part 2
Learning proper phrases in a
10 . 9 p p P . Opinions in meetings: English for Socialization: Chapter 3, Part 4
discussion in a meeting
1 Understanding a good Steps for giving a good presentation: English for Socialization: Chapter 2,
presentation Part 1
Preparing a presentation for your . . o
12 ) Organizing a presentaton: English for Socialization: Chapter 2, Part 2
listeners
Understanding a successful L . . .
13 - 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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