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The goal of this course is to focus on the skills that students will find
useful in the workplace, particularly on presentation skills and business
communication skills,

Class meets for two hours weekly, and begins with a short lecture covering
the topic specified for the week in the course syllabus, In—class practice
and exercise, as well as other activities, follow the lecture.

Students are expected to attend regularly, and are also required to work
with classmates on a topic for a team presentation at the conclusion of this
course for final evaluation,
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105/02/15~ .
1 L05/02/91 Introduction
105/02/22~ ) . .
2 Presentation Skills: Physical Message—Posture and
105/02/28
Eye Contact
105/02/29~ ) . .
3 Presentation Skills: Physical Message—Gestures
105/03/06
105/03/07~ ) . . . .
4 Presentation Skills: Physical Message—Voice Group Presentation
105/03/13 . . L
Inflection Topic Submission
105/03/14~ ) . . . .
5 105/03/%0 Presentation SkKills: Visual Message—Effective Visuals
105/03/21~ ) . . ..
6 Presentation SkKills: Visual Message—Explaining
105/03/27 .
Visuals
105/03/28~ ) . .
7 Presentation SKkills: Story Message—Introduction
105/04/03
105/04/04~ ) L ~
8 105/04/10 Presentation Skills: Story Message—Body
105/04/11~ ) . .
9 Presentation Skills: Story Message—Conclusion
105/04/17
105/04/18~
% 2 3
10 105/04/24 ¥ A K
105/04/25~ ) .. . .
11 Business Writing: email; Group Presentation:
105/05/01
Progress Report
105/05/02~ i . . .
12 105/05/08 Business Writing: letter; Group Presentation:

Progress Report




105/05/09~
13 Business Writing: memo; Group Presentation:
105/05/15
Progress Report
105/05/16~ ) .
14 Job Hunting: resume; Group Presentation: Progress
105/05/22
Report
105/05/23~
15 Job Hunting: cover letter; Group Presentation:
105/05/29
Progress Report
105/05/30~ .
16 105/06/05 Group Presentation
105/06/06~ .
17 105/06/12 Group Presentation
105/06/13~ 1
181 105/06/19 WAA AR
o Attendance will be checked every week, Active participation in class
i3 activities will be expected.
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Speaking of Speech: Basic Presentation Skills for Beginners, David Harrington
¥ skh & Charles LeBeau, MacMillan Languagehouse, 2009, ISBN 0230715346,
i 9780230715349
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