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FALER

AP B

Introduction to the course , grouping
Task: Creating my own business card

Topic 1:Recruiting new staff
Task: practicing social and formal addressing / how to prepare for an interview

How to use English in meetings
Task: how to make clarifications and how to ask for opinion in a meeting
Conducting a video conferencing (learning activity with students from NCU)

Making a presentation in English
Task: A visit by potential customers / introduce my own company

Guest speaker speech |

Topic: Get your Dream Job

By Chris Jordan, the Center Exams Manager for Cambridge ESOL's Business Language Testing Service
(BULATS)

Telephone English
Task: role play in the context of a lot of answering to do / the etiquette needed for answering the phone call

Press conference
Task: conducting a role play for a Q&A session

Project presentation and contest (1)
Task: Sharing my performance in a film clip

Midterm exam

10

Writing workshop (1)
Task: writing and responding to email

11

Writing workshop (2)
Task: writing a successful sales letter

12

Writing workshop (3)
Task: response to complaining letters

13

Writing workshop (4)
Task: writing my own resume and receiving feedback from professional experts

14

Guest speaker speech 11
Topic: Learning English through workplace communication
By Mark Richard, Educational Services Manager at Oxford University Press

15

Field trip workshop

25




Task: learning and conducting how to receiving foreign guests
(field trip exchanging activity with students from NCU)

Project presentation and contest (2)
Task: conducting a role play for trade show

16

Product Launch
Task: sharing my own learning portfolio and service learning experience

17

18| Final presentation
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NATIONAL I-LAN UNIVERSITY GENERAL ELECTIVES COURSE OUTLINE

Course title
Chinese: Bi3-%&3%
English:  Workplace English
Course type:[]Military education
[]Physical education

ML anguages
[ Else

Department: The Language Center 33 ¢
Instructor: f&t & 4

Credit hours: 2

Lecture hours: 2

Lab hours: 0

Class time: W2 5-6 Classroom:
Program: EUndergraduate
[ lUndergraduate --- evening division
[]Four-year program --- evening division

Class: [ ]1styear class [ ]2nd year class [l3rd year class
B 4th year class
Semester: [lFall [JSpring [[JSummer

Prerequisites: None

Textbooks: Business Venture, Third Edition Roger Barnard, Jeff Cady, Angela Buckingham, Michael
Duckworth, and Grant Trew. Oxford Press.

Reference books:

5) Practical English for Business Situations—Office talk LiveABC Interactive Corporation.

6) Practical English for Business Situations—Meetings  LiveABC Interactive Corporation.

7) Practical English for Business Situations—Biz Talk LiveABC Interactive Corporation.

8) Practical English for Business Situations—Business writing LiveABC Interactive Corporation.

Course objectives:

The objective of this course is to guide students’ experiences in the development of English
proficiency through meaningful oral and written communication at the workplace settings. All the lesson plans
emphasize the development of literacy, critical thinking and communication skills.  Students will study various

27



informational texts, apply their knowledge of different written styles of writing by completing different oral and

written tasks, such as emails, interview, and job application package; complete an independent research project.

By the end of the course, students should be able to:

1) Apply strategies for organizing ideas for effective workplace communication

2) Demonstrate the ability to accommodate the needs of various audiences to a workplace setting.

3) Develop and support a controlling idea (thesis) as appropriate to a workplace setting.

4) Use and/or design effective visual elements for use in workplace documents.

5) Apply a process approach to writing as related to situations, audiences, and documents relevant to a variety
of workplace settings.

6) Effectively conduct project tasks and activities for language use both in face-to-face and online learning
contexts.

Modes of teaching:

This is an advanced workshop course at the junior and senior level; therefore, the course activity design will
involve participative and interactive learning, helping students to create structurally effective, grammatically
accurate and contextually appropriate documents. Each lesson consists of a discussion on one or more topics,
along with the opportunity to relate the concepts to a specific workplace situation. Activities like role play
and field trip allow students to explore strategies and get feedbacks. Participating on the CMC platform and
creating projects to use and test knowledge gained through reading and in-class discussion are also included.

Grading criteria:

In-class participation & associated preparation 20%,
Job Interview workshop 20%,

Formal letter & emails 15%,

Job application package 20%,

Professional online profile 5%,

Online discussion and field trip performance 15%,

Course schedule:

Week Contents

Introduction to the course , grouping
Task: Creating my own business card

Topic 1:Recruiting new staff
2 Task: practicing social and formal addressing / how to prepare for an
interview

How to use English in meetings
3 Task: how to make clarifications and how to ask for opinion in a meeting
Conducting a video conferencing (learning activity with students from NCU)

Making a presentation in English
Task: A visit by potential customers / introduce my own company

28



Guest speaker speech |
Topic: Get your Dream Job

> By Chris Jordan, the Center Exams Manager for Cambridge ESOL's
Business Language Testing Service (BULATYS)
Telephone English
6 Task: role play in the context of a lot of answering to do / the etiquette
needed for answering the phone call
. Press conference
Task: conducting a role play for a Q&A session
8 Project presentation and contest (1)
Task: Sharing my performance in a film clip
9 Midterm exam
10 Writing workshop (1)
Task: writing and responding to email
1 Writing workshop (2)
Task: writing a successful sales letter
19 Writing workshop (3)
Task: response to complaining letters
Writing workshop (4)
13 Task: writing my own resume and receiving feedback from professional
experts
Guest speaker speech 11
14 Topic: Learning English through workplace communication
By Mark Richard, Educational Services Manager at Oxford University Press
Field trip workshop
15 Task: learning and conducting how to receiving foreign guests
(field trip exchanging activity with students from NCU)
16 Project presentation and contest (2)
Task: conducting a role play for trade show
17 Product Launch
Task: sharing my own learning portfolio and service learning experience
18 Final presentation

K d T AEHARE s R R RERPT -
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