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4. FEFEPBORFE

a EhEEE IBENES
Master vocabulary for . . . . . o o
. Introduction to Unit 1, discussing career choices, writing job descriptions, and
1 transferable skills and personal o .
. building professional workplace rapport.
career planning.
Learn networking strategies and ] ] ] ] ]
. . . i Practice networking at career events, using formal introduction vocabulary,
2 write professional introduction ) .
. and completing Business Workshop 1.
emails.
Understand economic sectors and . . . .
. . Start Unit 2, studying Japan's economy and practicing past simple and past
3 practice talking about past .
. . continuous grammar.
industries.
Manage workplace interactions ] ] ] ] )
. i . ) Learn functional language for meetings, leave professional voicemail
4 including meeting interruptions ] ] ) ]
. ) messages, and draft business action-point emails.
and voicemail messages.
5 Apply unit concepts to analyze Engage in a business workshop case study focusing on investment decisions
investment strategies in business. |and choosing companies.
6 Learn comparative structures to |Start Unit 3, mastering project management vocabulary, comparing large-
talk about project management. |scale projects, and giving clear instructions.
Develop collaborative skills for ] ] ] ] N ]
. ) Practice asking for updates in stand-up meetings and writing formal emails
7 meeting updates and requesting . .
. . requesting project updates.
information.
Analyze project priorities and ] o ] o o
o . Complete Business Workshop 3, practicing project prioritization and decision-
8 solve realistic project . . T
. making through collaborative roleplay activities.
management conflicts.
Acquire vocabulary regarding ] ] ] ] ] ]
i Start Unit 4, exploring food industry strategies, online marketing, and present
9 global market trends and online ) )
; . simple passive grammar.
industries.
Learn techniques to manage ] ] o ] ]
. ) o Practice handling communication challenges, reaching agreement during
10 |difficult client negotiations and ) ) ” o i ]
o business discussions, and writing order confirmation letters.
consensus-building.
Develop practical strategies for ] o ]
. . . Focus on Business Workshop 4, examining key factors for global business
11 |expanding businesses into .
. . expansion and market research.
international markets.
Consolidate core communication ] ] ] N
Comprehensive review of language functions, vocabulary, and writing
12 |concepts learned throughout the .
) formats from Units 1 to 4.
first semester.
13 Review previous lessons to [Preview] Intensive review of core vocabulary and business communication
prepare for the final evaluation. |skills from Units 1 to 4.
Demonstrate understanding of ] ] ] N ]
i [Final Exam] Assessment covering business writing, professional
14 |first-semester vocabulary and . ;
o ] vocabulary, and comprehension of workplace scenarios.
communicative functions.
15 Reflect on personal progress and | [Review & Feedback] Review of exam performance, teacher feedback on

clarify difficult language concepts.

writing tasks, and semester summary.
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2. AEEBBEORE

REDOEN This course aims to build foundational business English communication skills, enabling students to handle
AEEE routine workplace tasks, make basic arrangements, and describe professional activities with confidence.
Students will cover elementary professional themes such as daily routines, ordering, traveling, and job profiles.
EARDORNB EMIE | Lessons emphasize practical vocabulary, essential grammar, workplace video scenarios, and basic business
writing.
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4. FEFPBEOEFRETE

G HEER REANT
1 Introduce oneself and talk about |Start Unit 1, discussing workplace routines, scheduling meetings, and writing
daily jobs and tasks. emails to set up appointments.
5 Handle business introductions and |Practice introducing people, talking about roles, interviewing about jobs, and
interview questions professionally.|completing Business Workshop 1.
3 Handle basic inquiries regarding |Start Unit 2, learning quantities, asking questions about stock, and placing
orders and product deliveries. phone orders.
Write professional responses to ] . ]
] Learn to answer email enquiries, make agreements, and write structured
4 common customer email ) L
. . replies to order inquiries.
inquiries.
5 Plan a corporate event and Engage in Business Workshop 2 to practice comparing catering choices and
compare venue information. planning workplace parties.
6 Describe past events and a Start Unit 3, discussing company stories, past performance, and using the
company's historical timeline. past simple tense correctly.
7 Give clear workplace instructions |Practice writing emails with meeting rules, describing project progress, and
and describe office challenges. sharing business challenges.
8 Formulate questions to discuss Complete Business Workshop 3, asking questions about new companies and
new business project proposals. |discussing business timelines.
Make travel arrangements and ] ] ] ] N
. Start Unit 4, discussing travel plans, airport vocabulary, and writing text
9 discuss future schedules
. updates about delays.
confidently.
Manage technical problems and ] o ] ] ]
. . Practice writing updates to project managers, resolving teleconferencing
10 |make constructive suggestions . ) .
) issues, and making helpful workplace suggestions.
online.
11 Arrange business trips and update |[Focus on Business Workshop 4, planning travel itineraries and text-messaging
team members via text. quick status updates.
Consolidate basic communication ] ] ] o
. Comprehensive review of language functions, writing formats, and grammar
12 |concepts learned during the . .
points from Units 1 to 4.
semester.
13 Review previous lessons to [Preview] Intensive review of core vocabulary and communication functions
prepare for the evaluation. covered in Units 1 to 4.
Demonstrate understanding of ] ] ] ] N
. [Final Exam] Assessment covering basic business writing, workplace
14  |first-semester language and i ] ) )
. . vocabulary, and simple situational language functions.
writing skills.
15 Reflect on performance and clarify | [Review & Feedback] Review of exam results, feedback on writing

core grammatical structures.

assignments, and first-semester wrap-up.
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