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This course aims to develop advance English communication skills needed by those preparing for, or who are
already in, a business or management position. This course is designed to bring the real world of international
business into the languages teaching classroom. Throughout the course students are encouraged to use their own
experience and opinions in order to maximize involvement and learning.
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2013# : Introduction to Course

55023 : Document Formats: Letter Parts, Styles, Envelopes
#033& : Document Formats: Memorandums, E-mail Messages, Fa
5043 : Communicating for Employment: Resume and Cover Let
28053 : Communicating for Employment: Professional Resume
5063 : Communicating for Employment: Professional Resume
#8075 : Presenting Proposals and Formal Reports

5083& : Giving Business Presentations: Beginnings and Endi
2093 : Giving Business Presentations: Delivery, Using Vis
#5103 : Giving Business Presentations: Company/Sales Prese
51138 : Giving Business Presentations: Company/Sales Prese
#1238 : Introduction to TOEIC

=13 : TOEIC Exercise

#1434 : Planning and Participating in Productive Meetings
2153 : Starting the Meeting, Presenting the Agenda/Making
251638 : Business trip/A tour of the plant

1758 : Business trip/A tour of the plant

55185& : Final Project
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2.1. Essentials of Business Communication, Mary Ellen Guffey, South-Western College Publishing.(Z(F}Z)
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ZETHEE : http://Imww.cyut.edu.tw/~clchang/
E-Mail : clchang@cyut.edu.tw

Office Hour :

BEHA— 5B 3~4H1, 1B T2-957/L-5;
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43H%:3131 ~ 4688
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