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2. FEEHMEOHE

EEDEN
HEBR

This course aims to develop foundational business communication skills, enhancing students' confidence in

speaking, writing emails, and collaborating effectively within professional workplace environments using core

practical vocabulary.

EROAE LHIE

Students will cover professional topics including career choices, project management, and customer

communication. Lessons integrate workplace video case studies, speaking tasks, and business writing exercises

to build practical fluency.
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4. AEEEBBEORREE

] FEER BERNE
1 Learn to describe product designs Start Unit 5, introducing innovative product design, product testing, and managing
using precise presentation vocabulary. |presentations or information.
2 Present products effectively and write |Learn functional language for selling products, ordering adjectives, and conducting
structured online product reviews. market research in Workshop 5.
3 Master vocabulary for workplace Start Unit 6, exploring workplace safety, discussing regulations using modal verbs, and
health, safety, and security measures. |writing security emails.
Learn language strategies for dealing . . . . . e .
. . Practice resolving conflicts, using persuasive arguments, and writing instruction
4 with workplace disagreements o
. guidelines for company staff members.
constructively.
5 Create risk assessment plans and Complete Business Workshop 6, focusing on visitor safety, risk assessment, and drafting
prepare safety reports collaboratively. |security reports.
Develop professional telephone . . . o . . .
L . Start Unit 7, discussing customer service in airlines, handling complaints, and using verb
6 communication skills for customer
. . patterns.
service handling.
2 Learn techniques for resolving difficult |Practice responding to customer concerns, introducing topics, and writing formal
customer issues via email. customer appreciation emails.
3 Apply customer service strategies to  |Complete Business Workshop 7, dealing with angry clients and resolving complex
turn business failures into successes. |service problems.
Understand digital workplace . . o . .
L . Start Unit 8, analyzing face-to-face communication versus digital channels and using
9 communication tools and basic . o
o first/second conditionals.
conditional structures.
10 Master language functions for closing |Practice closing business deals, setting clear priorities, and writing structured short
deals and prioritizing tasks. business reports.
11 Propose actionable solutions for global | Complete Business Workshop 8, identifying international communication problems and
team communication difficulties. recommending strategic solutions.
Consolidate core communication . . . .
Comprehensive review of business vocabulary, grammar structures, and writing tasks
12 |concepts learned throughout the )
from Units 5 to 8.
second semester.
13 Review semester lessons to prepare [Preview] Comprehensive review of business functions, vocabulary, and grammar
for the final evaluation. from Units 5 to 8.
Evaluate student proficiency in . . . " .
[Final Exam] Assessment covering business report writing, professional vocabulary,
14 |second-semester vocabulary and ] o
o ) and customer service communication.
writing skills.
15 Reflect on course achievements and [Review & Feedback] Feedback on the final exam, individual evaluation, and guidance

discuss future language development.

for future business English studies.
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2. AEEBEORE

EEOBER 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.
EIRORNE EHBIE | Lessons emphasize practical vocabulary, essential grammar, workplace video scenarios, and basic business
writing.
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4. FEXRBBOERE

B FEER BENE
1 Talk about plans for trade shows and |Start Unit 5, discussing trade show plans, intentions, and leaving clear phone
exhibitions. messages.
2 Write informal invitation messages Practice writing invitations, talking on the phone about conferences, and completing
and handle conference details. Business Workshop 5.
3 Speculate about future products and |Start Unit 6, discussing future technology, helping customers with issues, and handling
describe technical problems. customer service calls.
4 Describe production processes and Study environmental ethics, describe production steps, and practice placing formal
place orders with suppliers. orders with business partners.
5 Make complaints and discuss ethical |Engage in Business Workshop 6, exploring ethical products and writing formal product
company product options. complaint letters.
Compare anterent Services and ) ) . . :
. . Start Unit 7, comparing models, upgrading options, and talking about agency
6 choose appropriate business .
recruitment fees.
upgrades.
v Write advertisements for services and |Practice writing service advertisements, comparing provider emails, and writing
summarize survey results. concise summaries of data.
8 Present products effectively and Complete Business Workshop 7, giving product presentations and writing
evaluate large contract proposals. recommendation summaries for a big contract.
9 Talk about work experience and Start Unit 8, discussing job requirements, work history, and asking common interview
describe personal skills. questions.
10 Compare candidate profiles and Practice selecting the best person for a job and conducting face-to-face mock job
conduct professional job interviews. |interviews.
Evaluate canaraates and answer - . . . .
. . . Focus on Business Workshop 8, screening prospective applicants and choosing the best
11 |standard interview questions .
] candidate.
confidently.
12 Consolidate communication concepts |Comprehensive review of business vocabulary, grammar structures, and writing tasks
learned during the second semester. |from Units 5 to 8.
13 Review semester lessons to prepare (Preview] Comprehensive review of business functions, grammar, and workplace
for the evaluation. vocabulary from Units 5 to 8.
14 Evaluate student proficiency in [Final Exam] Assessment covering product descriptions, interview techniques, and
second-semester language skills. simple business report summary writing.
15 Reflect on course achievements and [Review & Feedback] Individual performance feedback, exam discussion, and advice

discuss future progress.

for continuing business English development.
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