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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
SOWE M 9 ? A
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.
Durmy Tecture aro TUTTTEs; uTey Wi e W TEave UTen ProTes UrT top oT urTe
BIELDERPBIAE | desks. During research and study times they will be allowed to use their smart phones as study

tools.
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1 How to casually talk about work Business Environment; Chapter 4, Part 9
UnUEr STy ot
2 communicate well with your Communicating Styles; Chapter 2, Part 9
counternart
Learning to deal with telephone o . .
3 Communication difficulties on the phone; Chapter 1, Part 8
problems
4 Learning to end a conversation Closing a call on the phone; Chapter 1, Part 12
Learning to smoothly talk about N N
5 Problem solving meetings; Chapter 3, Part 10
problems
Learning the flow in business )
6 ) Meetings at a glance; Chapter 3, Part 12
meetings
Learning to describe processes in 3 N
7 N Getting technical; Chapter 6, Part 13
details
8 Learning how to write a resume How to write a perfect resume; Chapter Chapter 6, Part 10
. . What makes a successful negotiation; Chapter 5, Part 1 (Review) & Chapter
9 Learning how to negotiate
5, Part 2
Understanding the flow of o .
10 o Negotiation-an overview; Chapter 5, Part 11
negotiations
Understandi d usi h
11 naers a.n. g ?n uslng p rases Verbs and Idioms in Negotiations; Chapter 5, Part 12
and idioms in negotiations
12 Practical negotiation usage Review and Negotiation Practice
13 Review for Test
14 Test
15 Feedback
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Communicating in

Business English, Compass Publishing
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