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The scope of the class comprises telephone manners : making appointments with colleagues
and clients > socializing with people of your trade and others: making speeches and
*5p % presentations > running meetings > negotiating and persuading © promoting sales > problem
((8Ey) solving > reading and writing business documents > and hunting for a job. All of the above
are skills you' re going to need in your day-to-day work environment or for any business-
related occasions and activities.
PRALE g s (BEE% )
REPF
AIREAGER) P F w3E A e il %
telephone manners(3)
ENGLISH FOR SOCIALIZING 1 making appointments with colleagues and 6
clients(3)
ENGLISH FOR SOCIALIZING 2 socializing with people of your trade and 4
others(4)
MAKING A SPEECH AND PRESENTATION |FUnning meetings(3)
negotiating and persuading(3) 9

1

making speeches and presentations(3)

MAKING A SPEECH AND PRESENTATION

promoting sales(3)
problem solving(3) 9

2 reading and writing business documents(3)
MAKING A SPEECH AND PRESENTATION [ENGLISH RESUME WRITING(3) 8
3 hunting for a job(5)
& 36
Fiwt QUALITATIVE ASSESSMENT » PEER ASSESSMENT
G=£335Y)
KEFT R ENGLISH FOR BUSINESS COMMUNICATION
TEXTBOOK: ENGLISH FOR BUSINESS COMMUNICATION
ASSESSMENT: 1 QUALITATIVE ASSESSMENT
KEELE 2 PEER ASSESSMENT

3 STUDENTS TAKING THIS COURSE SHOULD BE PREPARED TO DO INTENSIVE
ORAL PRACTICE.
4 FINAL WRITTEN PAPER IS REQUIRED TO PASS THE COURSE.
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Transforming the message-1 Listening/Reading Effectively 41+ 8
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Transforming the message-3 Effective thinking aloud 4 _;:%r*
LR
Delivery -1 Organizing and outlining 6| 54
Delivery -2 Impromptu talking training 6|+ 5%
Informative Speaking-1 Audience analysis 3|+ EH
Informative Speaking-2 Visual Aids selection 3w
Informative Speaking-3 Intro and Conclusion 3+ EH
Informative Speaking-4 Supporting ideas 3|+ EH
Transforming the message-4 Listening/Reading Effectively 4|8
Transforming the message-5 Effective discussion and questions 48
3
Transforming the message-6 Effective thinking aloud 4 T§ y .
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Expressive Delivery and Body . . y
Language -1 Storytelling techniques 6| &
Expressive Delivery and Body . . . . ¥
Language -2 Integrating storytelling into the speaking. 6|5
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Welcome to our company

Business situation-a visitor
Grammar-present tense ; Wh-questions
Talking about ideal workplace
Vocabulary-describing people °
things

Reading-an unusual workplace

places * and

&)

Business communication

Business situation-videoconferences
Grammar-Verbting ; past tense

Talking about communicating outside work
Vocabulary-computers and the Internet
Reading-Skype is here to stay

i+

Products and services

Business situation-describing products
Grammar-Past simple ; the passive
Talking about how to learn a foreign
language

Vocabulary-Adjectives

Reading-Wearable technology

- £

Targeting the customer

Business situation-Advertising
Grammar-first conditional
Talking about advertising
Vocabulary-Advertising words
Reading-An sadvertising trend

&)

Achievements

Business situation-presenting facts and
figures

Grammar-present perfect

Talking about successful people
Vocabulary-graphs and charts
Reading-successful Asian businesspeople

£

How would you like to pay

Business situation-Bank and their services
Grammar-relative clauses

Role play situations in a bank
Vocabulary-foreign currencies

Reading-

- £

Future trends

Business situation-top jobs for the future
Grammar-will / going to

Talking about future trends
Vocabulary-college and university
Reading-Tomorrow s cities

L S}

When things go wrong

Business situation-dealing with a complaint
Grammar-second conditional

Talking about making complaints
Vocabulary-complaints and apologies
Reading-Solving problems with a smile

i £

Socializing

Business situation-Networking
Grammar-reflexive pronouns and each other
Talking about a social program for visitors
to your company

Vocabulary-phrasal verbs

Reading-Social or antisocial networks?

S}

Next on the agenda

Business situation-Organizing a meeting
Grammar-may and might

Talking about organizing a meeting
Vocabulary-prefixes

Reading-meetings etiquette in Japan

i £

Making connections

Grammar-present continuous
Vocabulary-Networking

Work skills-Writing a professional profile
Functions-Networking

THEY

International design

Grammar-Past simple
Vocabulary-starting a new business

THEY




Work skills-Team meetings
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Packing for a Trip 2
3
4

Packing for a Trip
1.

Vocabulary

. Dialogue

. Role Play

. Video Clip Listening Practice
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Check-in Counter 2
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1.

heck-in Counter

Vocabulary

. Dialogue

. Role Play

. Video Clip Listening Practice
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1.

irport

Vocabulary

. Dialogue

. Role Play

. Video Clip Listening Practice
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Departure and Arrivals
1.

Vocabulary

. Dialogue

. Role Play

. Video Clip Listening Practice
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Subway Station 2
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1.

ubway Station

Vocabulary

. Dialogue

. Role Play

. Video Clip Listening Practice
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Gas Station 2
3
4

1.

as Station

Vocabulary

. Dialogue

. Role Play

. Video Clip Listening Practice

+ 8 ; Assignment

H

Hotel 2
3
4

1.

otel

Vocabulary

. Dialogue

. Role Play

. Video Clip Listening Practice
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Supermarket 2
3
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1.

upermarket

Vocabulary

. Dialogue

. Role Play

. Video Clip Listening Practice
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Department Store 2
3
4

1.

epartment Store

Vocabulary

. Dialogue

. Role Play

. Video Clip Listening Practice
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Amusement Park
1

Vocabulary

. Dialogue

. Role Play

. Video Clip Listening Practice
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1.

quarium

Vocabulary

. Dialogue

. Role Play

. Video Clip Listening Practice
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Taiwanese Local Festivals

oo =

aiwanese Local Festivals
Vocabulary

Dialogue

Role Play

Video Clip Listening Practice
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Attractions in Taiwan 2. Dialogue

Attractions in Taiwan
1. Vocabulary

3. Role Play
4. Video Clip Listening Practice

THEY

Indigenous Culture

Indigenous Culture

1. Vocabulary

2. Dialogue

3. Role Play

4. Video Clip Listening Practice

T & ; Assignment

Food

Food

1. Vocabulary

2. Dialogue

3. Role Play

4. Video Clip Listening Practice

THEY

Accommodation

Accommodation

1. Vocabulary

2. Dialogue

3. Role Play

4. Video Clip Listening Practice

T £ ; Presentation

Communication

Communication

1. Vocabulary

2. Dialogue

3. Role Play

4. Video Clip Listening Practice

THEY

Problem Solving

Problem Solving

1. Vocabulary

2. Dialogue

3. Role Play

4. Video Clip Listening Practice
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