Syllabus for Business English Course

2nd semester, 2006 academic year

Practical Japanese Department, Tamkang University

Mar. 07  Orientation: warm up activity

Mar. 14  Introduction to resume writing

Mar. 21  Resume writing

Mar. 28  Resume writing

Apr. 04  Day off

Apr. 11  Introduction to autobiography

Apr. 18  Autobiography writing

Apr. 25  Autobiography writing

May 02  School Midterm Exam

May 09  Q & A in job interviews

May 16  Job interviews

May 23  Introduction to business letters

May 30  Graduation Examination

Grading:

          Midterm…………….30%

          Final…………………30%

          Homework…………..30%

          Participation ……….10%    

                           100%

**Participation refers to performance of group discussion, preparation work and attendance. 

