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Business Japanese Communication

Tamkang University, Spring 2006
Class Hours Monday

Instructor HAf FE  Kanae Nakamura

Course description

This course aims to improve the students’ oral and written communication skills in
Japanese that are specific to business contexts. More specifically, the following goals are
set for the course:

»  Enhance the knowledge of vocabulary and expression that are specific to business
settings.

»  Review grammatical features and honorific expressions for their proper application
to various business situations.

>  Develop the understanding of cultural, historical, geographical and other factors that
influence business practices in different parts of the world, using Japan as an
example.

The two-hour class period is divided into two sections: The first half is conducted in
English, and the second half in Japanese. The first section mainly focuses on discussion
based on the reading assignment about various business issues in Japan (or/and Japan-US
comparison).

The second section includes the review of discussion held in the previous section, as well
as an oral exercise of business conversation.

Materials

Text book: “Bijinesuman monogatari — Shoomu booeki nihongo” CLC kotoba to bunka
center.

Additional readings and other audio/video materials will be distributed in class or/and via
email.

Weekly assignments

- Written homework (in Japanese) will be assigned every week. The detail of the
homework will be announced in class or/and through email.

- All written homework should be typed, unless a specific instruction is provided by the
instructor.

- Written assignment will be graded. The following points will be given depending on
the timing of submission and the quality of work.



10 points ~ On due date
5points  After due date but within one week
2 points More than one week later

Important!! Since an email is the most widely used communication tool in
business, the communication of this course is also done by email. The message should be
written in Japanese. Hence, if you don’t have an email account in which you can write
and read Japanese, it is important to set up an account as soon as possible.

Evaluation

Class performance

(attendance, class participation, quizzes, etc.) 15%
Weekly assignments 25%
Mid-term exam 20 %
Final exam 20 %
Final project 20 %

Course requirements

»  Class participation is extremely important for this course. 2% per absence will be
deducted from your total grade after you missed three classes. Please notify the
instructor as soon as possible if you have to miss a class (in Japanese). It is your
responsibility to make up the missed material.

> Students are expected to preview the reading assignment and conversation materials
beforehand.

Topics to be covered

Communication skills and situations:

Making self-introductions

Job interviews

Making appointments

Making and receiving phone calls
Responding to complaints

Using office visit protocols
Making invitations and proposals
Making requests

Giving explanations

Negotiating in business meetings



