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BUSINESS ENGLISH CONVERSATION
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This course intends to develop students' skills of listening, speaking, reading,
and writing in English through a variety of business—related subjects such
as building a career, information, quality, and feedback, It aims to build
students’ confidence in expressing themselves correctly and fluently, and
enable them to become effective communicators in their future business
careers.
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1|1, 2 EABREFRKT #EE@?? C, | 1.Students learn vocabulary P3 ABDI
H % R m X el E RN A 49| related to careers and
AR, education, in par-—
ticular lexis which would be
useful for interviews or for
writing a job application,
2|2.8 8 e TR F A 2 W HHE BB JE | 2.Students learn how to write 3 ABDI
&, B 4e 4% B A8 09 Bh 28 DL T Y effective cover letters to
k)3 B T, LIEA 7T R KB &K accompany a
I 1k, CV, when applying for a new
job or placement, They also
learn how to present
themselves positively, using
appropriate verbs,
303, 71 E 2 A E&F RIS L FAAF 8 3.Students are led to look at c4 | ABD
1B HRBE 3t TR AN AR &, the pros and cons of IT in
the workplace
and exposed to different sides
of the argument, as well as
providing them with
opportunities to share their
own views,
41488 EFE L HMALTEIaE R | 4.Students learn social and A6 | ABDI
EALTRAFAKRRIELH HEie | functional phrases used in
738 & Hhsd R E 35 L4, telephone conversations, with
particular attention given to
asking for help and refusing
help, as well as how to end
a telephone call appropriately.
5|5.2 B e TR KR Ao 5 kB 2489 2 38 | 5.Students learn how to P6 | ABDI
WA VLHA PR R BB B AR AR AR B 4% organize and deliver an
N, effective presenta—tion, so
that it is involving and clear
for the audience,
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6 6.Students learn how to write P5 ABD
'i%’% B35, clear procedural instructions
by using passive structures,
TITH R EAZE R A RR B £ | 7.Students explore the key P5 ABDI
EL A E L % By @y, R EE B principles behind building an
8% A B 69A, effective team of whatever
kind, whether business or
sports—related. They also
learn issues relating to
project management,
818.3 ‘f%%z’i%ﬁg 2% )& ¥ F A %4 | 8.Students develop their P6 ABD
% fe 1, abilities to write effective
reports and focus on
organizational issues and
useful linking phrases and
style,
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Fx| p oy n % (Subject/Topics) % ir
1 | 09/13 | Building a Career (Unit 1)
2 | 09/20 | Buidling a Career (Unit 1)
3 | 09/27 | Buidling a Career (Unit 1)
4 | 10/04 | Buidling a Career (Unit 1)
5 | 10/11 | Information (Unit 2)




6 | 10/18 | Information (Unit 2)
7 | 10/25 | Information (Unit 2)
8 | 11/01 | Information (Unit 2)
9 | 11/08 | Quality (Unit 3)
10 | 11/15 | A+ KA
11 | 11/22 | Quality (Unit 3)
12 | 1129 | Quality (Unit 3)
13 | 12/06 | Quality (Unit 3)
14 | 12/13 | Feedback (Unit 4)
15 | 12/20 | Feedback (Unit 4)
16 | 12/27 | Feedback (Unit 4)
17 | 01/03 | Feedback (Unit 4)
18 | o1/10 | ARF KA
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The Business: Upper-Intermediate Student’s Book. John Allison & Jeremy
It ik~ Townend with Paul Emmerson, Macmillan Publishers Limited, 2008, (& Jt:3%&
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