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[A-3]COURSE SYLLABUS 
 
  1. Course Description (Approximately 100 words) 

 

 
  2. Course Goals and Objectives (Approximately 100 words) 

 

 
  3. Textbook (Title, Author, Publisher, Year of Publication, etc.) 
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  5. Course Requirements and Grades 
 

 
6. Course Calendar 
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	Course Description Approximately 100 words: English for Business course explores the students' language proficiency in the professional setting. In this course, students are also applying the use of English in the key areas of professional business communication. This course allows for the students to simulate and practice the use of English for Business relevant to their fields of study.
In details, English for Business develops language and skills that are important in common business situations, for example: talking about your company, describing a project and making arrangemnts. This will be very helpful for the elementary learners who are alredy in work or are preparing for a career in business, just like the undergradute students.
Furthermore, English for Business develops the English language and communcation skills that the students need to get the job they want in the internship program or later when the graduate. Aims to help develop the specialist English language knowledge and communication skills for job-seeking, including job interviews, and successful techniques for dealing with difficult questions.
	Course Goals and Objectives Approximately 100 words: Students are expected to be able to:
1. demonstrate their spoken and written English competence in professional settings.
2. develop confidence and increase motivation in applying their language skills professional settings.
3. enhance their language skills in the key areas of business communication: making business correspondence, taking part in meetings, negotiating, presenting graphs.
4. demonstrate their ability in using English in the context of professional Business Communcation.
5. create creative professional resume and job application letter.
	Textbook Title Author Publisher Year of Publication etc: Downes, Colm. 2008. Cambridge English for Job-hunting. Cambridge: Cambridge University Press.
	Reference: 1. Lloyd, A. & Preier, A. 1996. Business Communication Games. Oxford: Oxford University Press.
2. Maggio, R. 1990. How to Say It!: Choice Words, Phrases, Sentences & Paragraphs for Every Situation. New Jersey: Prentice Hall.
3. Naterop, B.J. & Revell, R. 2005. Telephoning in English (3rd Ed.). Cambridge: Cambridge University Press.
4. Powell, M. 2002. Presenting in English: How to Give Successful Presentations. Australia: Heinle, Thomson Corp.
5. Sweeney, S. 1997. English for Business Communication. Cambridge: Cambridge University Press.
6. Downes, Colm. 2008. Cambridge English for Job-hunting. Cambridge: Cambridge University Press.
	Course Requirements and Grades: Students are required to be in class and to actively participate in class instructions. There will be small quiz at the end of every session to make sure that you have understood what has been taught on that day. 
	Week 11: Contextual Professional Speaking: Presentations
	Week 12: Contextual Professional Writing: Letter Genres/ Work Correspondence, E-mail
	Week 13: Meetings
	Week 14: Conclusion, Final Exam and Evaluation
	Week 1: Greetings and Socializing: Building a Working Relationship
	Week 2: Business Etiquette and Phone Messages
	Week 3: Research and Preparation
	Week 4: Writing an Impressive CV: Part 1
	Week 5: Writing an Impressive CV: Part 2
	Week 6: Effective Cover Letter: Part 1
	Week 7: Effective Cover Letter: Part 2
	Week 8: Successful Job Interviews: part 1
	Week 9: Successful Job Interviews: part 2
	Week 10: Follow Up the Process


