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ESHEEEABEATREEESSKRT This course is designed to help the
A A B R A AR Ry £ students quickly write the most
FESE AFECAREBEL 1. important business letters used today
BREEE-EHEEE R and each unit is designed to lend
= BMABESENEREE2.BHEN v itself to various activities/role plays
PREHE @EE-FVCREN T EEE KM Objectives where the students can bring their
Y E ORI EEREEF D EEER personal experience to the situation.
NFEHEEEENEIAER Those videos are the perfect way to
expose students to the interpersonal
side of real business world.
Textbook: Textbook:
Business Objectives(2006, new Business Objectives(2006, new
edition), Vicki Hollett, Oxford edition), Vicki Hollett, Oxford
University Press. University Press.
Other Materials: Other Materials:
1. Communication for Business, A 1. Communication for Business, A
Practical Approach, 4th Ed., Shirley Practical Approach, 4th Ed., Shirley
Taylor, Pearson/Longman. Taylor, Pearson/Longman.
Bkt 2. Essentials of Business Teaching 2. Essentials of Business
Communication, 5th Ed., Mary Ellen Materials Communication, 5th Ed., Mary Ellen
Guffey, South-Western College Guffey, South-Western College
Publishing. Publishing.
3. Gartside’s Model Business Letters 3. Gartside’s Model Business Letters
& Other Business Documents, 5th & Other Business Documents, 5th
ed., Shirley Taylor, Prentice Hall. ed., Shirley Taylor, Prentice Hall.
4. Oxford Dictionary of Business 4. Oxford Dictionary of Business
English English
5. Longman Dictionary of Business 5. Longman Dictionary of Business
English English
Mid-term Exam. (20%) Mid-term Exam. (20%)
= Final Exam. (20%) : Final Exam. (20%)
Pt R 72 Quizzes & Assignments (40%) el Quizzes & Assignments (40%)
Participation (20%) Participation (20%)
BEME |
This course aims to develop This course aims to develop
communication skills needed by communication skills needed by
those preparing for, or who are those preparing for, or who are
already in, a business or already in, a business or
management position. In this course, management position. In this course,
students should be trained to be able students should be trained to be able
to type good business letter, nice- to type good business letter, nice-
pictured and correct, by knowing well pictured and correct, by knowing well
about the essentials and letter about the essentials and letter
mechanics. This course is also mechanics. This course is also
designed to bring the real world of designed to bring the real world of
international business into the international business into the
languages teaching classroom. languages teaching classroom.
Throughout the course students are Throughout the course students are
encouraged to use their own encouraged to use their own
experience and opinions in order to experience and opinions in order to
HEANZA  |maximize involvement and learning. Syllabus maximize involvement and learning.

This course also provides excellent
practice for major Business English
examinations such as TOEIC.

Upon completion of this course,

students will be able to:
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1. Appropriately use introductory
business related vocabulary and
concepts necessary for success in
further study or the workplace.

2. Gain the necessary language skills
to function within an English-speaking
business environment.

3. Speak with increased confidence
in business or other meetings.
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