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Business English(Oral Communication)

B EEBLKE Alistair Gillett
a\/ T EEE ]
ZEB(F BAEER
ER - FH 34ES i Y]

[ T (1 f

(1REE=]

English V introduces students to lexical skill sets vital for conducting business throughout the English speaking world. The instructor will give students how to introduce
themselves, arrange meetings, make and confirm appointments, use telephone protocol and both take and place orders. TOEIC skills will also be covered

in the course.
English V also aims to improve students’ communication skills they gained in English IIT and English IV so that they can use them in different business situations.

(F—D—K]
business English, proactive, global, telephone protocol, transactional, small talk, company history, appointments, confirming detailed information, presentation new ideas
(—xB1R]
The students will gain knowledge in specific vocabulary and expressions used to communicate within a business English environment, particularly when

interacting with foreign colleagues,counterparts and clients, enabling them to exchange critical and detailed, transactional information, and to present their
business aspirations and requirements, both accurately, and in a professional manner.

(EEBIR]
A2 - IPAR Students will gain a better understanding of business as it is practiced within different cultural frameworks in a global arena, with an emphasis on
ol . . . . . . . .

understanding regional variations within an international marketplace.

. g Students will be encouraged to consider varying business practices and strategies from the perspective of foreign counterparts, colleagues, clients and

15N . . . . . . . . .
customers in a broader international sphere, and to consider a range of diverse corporate and cultural approaches to doing business internationally.

BEL - ESAR - BEEE Students will be provided with model language forms that will prove indispensable to them in their future roles as professional business people hoping to
T CRISZ

succeed within a global market.

Students will be able to exchange critical transactional information using accurate business English, in face-to-face conversations, over the telephone, and

FeEE - RIR o S . - .
when giving presentations in a range of diverse forums and business environments.
T A
(fE 55t
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Instructor will present the course curriculum, explain the homework = T : Buy textbook and workbook.
1 | Introductions and orientation requirements, grading system and classroom procedures. Students will then % . (15043) Gillett
participate in a game to make them feel more comfortable about using v |8 ¢ Preview pages 4-6 in textbook
. 1
English. B (150%3)
g
First Meetings : Meeting a Students will be presented with models of formal and informal introductions. | # - | 7% : Workbook Unit 1 (150%7)
2 | client/Introducing yourself/ Who are | Students will practice these models and give prepared presentations about Wi |23 : Textbook TOEIC listening Gillett
you? why they are studying business English. &+ | practice pp.88-89 (1504)
You and vour company : Introducin Students will be presented with examples of people describing their
01111r con'f’ aun / C(fm Zm acti iltlies/g companies and their own job descriptions, including the departments they ¥ : Workbook Unit 2 (15043)
3 }I}) X P X v q tp 'ty / S‘i ¥ work in. Then they will be asked to think of companies and roles that they fige | {2E © Textbook TOEIC listening Gillett
C;ﬁ;ﬂ;:zz; andactivities/ Starting a | ,y1d like to work at in the future, and then use these to create original practice pp.90-91 (150%4})
dialogues.
Visiting a client : Arriving for an Students will be provided with models of people visiting their clients. They ;,E . | 7% Workbook Unit 3 (150%)
4 | appointment/ Meeting the right will practice talking to a company receptionist, fmdmg t}}e.rlght person and i |18 : Textbook TOEIC listening Gillett
. . then starting a conversation with them. They will do a mini-role play S . 7
person/ Starting a conversation & - | practice p.92 (150%3)
performance.
FE#
Business activities : Describing Students will receive demonstrations of individuals discussing their roles, F T : Workbook Unit 4 (15043)
5 |routines/ Talking about companies/ routines and company activities. They will create mini-presentations about F - |1HH : Textbook Review Units 1-4 p.29 | Gillett
Talking about your job their dream job in their ideal company. sk | (15043)
Fixing an appointment : Arranging to | Students will receive several examples of all aspects of making and fixing an i | 7+ Workbook Unit 5 (15047)
6 | meet/Speaking to reception/ Fixing an |appointment. They will practice these and then role play original dialogues 7+ |1HE : Textbook TOEIC reading Gillett
appointment/Telephoning based on the format of the original examples. 3 | practice pp.93-94 (15047)
Regu?;ts a/nj(: offer§ : Mal;lgg rﬁq}xests Students will have the opportunity to practice making requests and offers, i | TE  Workbook Unit 6 (15043)
7 arflf o/érhs k'cceptmg'lan eclining confirming contact details and placing orders by phone. Some of these %+ |12 : Textbook TOEIC reading Gillett
sdgrlr:sses‘/scosgegrfnn;aéy phone elements will be incorporated into mini-role play activities. 5% | practice pp.95-96 (1504))
Company and personal history : Students will be given case studies of different companies. They will practice | 7 T3 : Workbook Unit 7 (15043)
8 Company Histgr | &2 /Issey Mi ake asking questions about company founding dates, company size, annual ¢+ |1H% : TOEIC reading practice pp.95- | Gillett
pany Y y My turnover and company activity etc. W |96 (1504))
Making plans : Announcing company . . e . T3 : Workbook Unit 8 (15043)
9 | plans/ Talk about company objectives/ Students will practice r'ndkmg .formal company announcements, talk about FEE |27 : Textbook review Units 5-8 p.53 | Gillett
A business trip/ A new project company goals, upcoming business trips and projects. (150%3)
Opinions and preferences : Likes and Students will be pretaught the distinction between opinions and facts. F# : Workbook Unit 9 (15043)
10 diIs)likes/ Makig com arist')ns/ Students will be given examples of opinions being expressed. Students will s 4H : Textbook TOEIC writing Gillett
Acreeing and digsa reSin practice expressing their own likes and dislikes. They will learn to use practice bottom of p.107and all of
& & J J comparatives and use these in conversations expressing their opinions. p.108 (1504))
B
Directions and invitations : Finding Students will be given models for asking and giving directions, making # - | ¥ : Workbook Unit 10 (15043)
11 | your way/ Asking for and giving invitations and giving apologies. Students will work in pairs to practice W |18 : Textbook TOEIC speaking Gillett
directions/ Apologies and invitations | creating their own conversations incorporating these items. EH - |exercises top of p.100 (15043)
Fe#
Xl P N
Entertaining : Offering food and Students will hear conversational examples of entertaining in a i i’;% \gorll()botl)(kTUOnétIél (151((_)57)
12 | drink/ At a restaurant/ Ordering food |social/business context. i.e taking care of a client in a social setting. Students | ¥ - . ?t 00 ¢ IOOSPila lllngf Gillett
and drink will practice dialogues inserting their own original ideas. | exerase ot/tom ot p-iuband atto
p.101 (150%3)
Saying goodbye : How to Students will learn how to leave a business contact in a polite,nuanced and T3 : Workbook Unit 12 (150%))
13 say’Goodbye’in a polite business-like | natural way that is suited for the context of any given dynamic. Students will 3t | 5% ¢ Textbook TOEIC speaking Gillett
context/Keeping in touch/ Talking also practice about maintaining contact with, amd/or making future plans exercises pp.102-103 (15189) &
about the future with a potential return client or contact. pp-
: e T o : -
gou.rse rexlnew ;u?d fm?lé?prlfsswns * | Instructor will review and recap randomly selected course highlights and will $7%'3 '<T§3230k review Units 9-12
14 | Review selected 1tems ec do a brief final check of students workbooks. Students will fill out an D Gillett

Homework/ TOEIC practice/ Student
survey

electronic survey on their impressions of the course.

77 : Textbook TOEIC speaking
exercise pp.104-105 (1504))




Course review and final impressions :
15 Review selected items/ Check

Instructor will review and recap randomly selected course highlights and will

TH @ Textbook review Units 9-12

a4y |78 (150%y)

Homework/ TOEIC practice/ Student doa brlf{f final check of 'stlfdents WO]’kbOOkS. Students will fill out an {538 : Textbook TOEIC speaking Gillett
electronic survey on their impressions of the course. X
survey exercise pp.104-105 (15043)
(3HE - pEE)
L]l 24 =& - RE HARE
#FlE | Business Venture 1 (Textbook) 3rd edition Roger Barnard, Jeff Cady Oxford University Press
#BlE | Business Venture 1 (Workbook) 3 rd edition Roger Barnard, Jeff Cady Oxford University Press
Students should also have a dictionary-electronic or hardcopy book form are both
Z oAty
acceptable.
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- Response to questions via e - mail.
+ Every student will be provided with ongoing feedback to ensure they meet the stated course objectives.
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Business English(Oral Communication)
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English VI introduces students to lexical skill sets vital for conducting business throughout the English speaking world. The instructor will give students how to introduce themselves,
arrange meetings, make and confirm appointments, use telephone protocol and both take and place orders. TOEIC skills will also be covered
in the course.
English VI also aims to improve students’ communication skills they gained in English IV and English V so that they can use them in different business situations.

[#—D—K]
business English, proactive, global, telephone protocol, transactional, small talk, company history, appointments, confirming detailed information, presentation new ideas
(—#B1R]
The students will gain knowledge in specific vocabulary and expressions used to communicate within a business English environment, particularly when

interacting with foreign colleagues,counterparts and clients, enabling them to exchange critical and detailed, transactional information, and to present their
business aspirations and requirements, both accurately, and in a professional manner.

(EZEF]
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Students will gain a better understanding of business as it is practiced within different cultural frameworks in a global arena, with an emphasis on understanding
regional variations within an international marketplace.

Students will be encouraged to consider varying business practices and strategies from the perspective of foreign counterparts, colleagues, clients and customers in a
broader international sphere, and to consider a range of diverse corporate and cultural approaches to doing business internationally.

B - B8R - B

within a global market.

Students will be provided with model language forms that will prove indispensable to them in their future roles as professional business people hoping to succeed

Students will be able to exchange critical transactional information using accurate business English, in face-to-face conversations, over the telephone, and when giving

FefE - R\ S : . .
presentations in a range of diverse forums and business environments.
T DA
(2525t
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Instructor will present the course curriculum, explain the homework requirements, E THE: 431;y textb({)ok Enzilggeﬁjv\l)ew
1 |Introductions and orientation grading system and classroom procedures. Students will then participate in a game to | 7 - |D48%S 2010 textboo . Gillett
make them feel more comfortable about using English HE {2 : Review pages 4-6 in
& Enghsh. o textbook (150%3)
i . : 9
. . . Students will be presented with models of formal and informal introductions. Students | # - T8 : Preview pages 7-9 in
First Meetings : Meeting a . . . . N textbook (1504)) .
2. . will practice these models and give prepared presentations about why they are b7 S Iy . . Gillett
client/Introducing yourself/ Who are you? . . . 5 7 : Review pages 7-9 in
studying business English. " | textbook (150%)
FE#
You and your company : Introducing your | Students will be presented with examples of people describing their companies and T : Preview pages 10-12 in
3 company/ Company activities/ their own job descriptions, including the departments they work in. Then they will be s textbook (15047) Gillett
Departments and activities/ Starting a asked to think of companies and roles that they would like to work at in the future, ! #973 : Review pages 10-12 in
conversation and then use these to create original dialogues. textbook (150%3)
B | o o
Visiting a client : Arriving for an Students will be provided with models of people visiting their clients. They will = ¥ ?Hb. Pkrezlllgvgégiges 13-15in
4 | appointment/ Meeting the right person/ practice talking to a company receptionist, finding the right person and then starting a | ;g%l; f’% . 13-15 i Gillett
Starting a conversation conversation with them. They will do a mini-role play performance. . - meview p;ages S
e textbook (150%))
S . . R
Business activities : Describing routines/ Students will receive demonstrations of individuals discussing their roles, routines and | T élb. llreglll?glpgges 16-18 in
5 | Talking about companies/ Talking about company activities. They will create mini-presentations about their dream job in their | # - ;;);; ?%e e ;jages 16-18 in Gillett
. . . View -
your job ideal company. FR textbook (150%3)
Fixing an appointment : Arranging to Students will receive several examples of all aspects of making and fixing an E ?gqf]b: P;(rezfllesvg;;;ges 19-21'in
6 | meet/Speaking to reception/ Fixing an appointment. They will practice these and then role play original dialogues based on E- 1”;};,&‘:’ (.)(% . 19-213 Gillett
appointment/Telephoning the format of the original examples. TH textb(.mkev(lfgvog?)ges m
. ; 3. : _ :
Requests and (.)ffers ’ Makl.ng' requests and Students will have the opportunity to practice making requests and offers, confirming i T# : Preview pages 22-24 in
offers/ Accepting and declining . . . textbook (15043) .
7 g . . contact details and placing orders by phone. Some of these elements will be E-SC Doy . . Gillett
offers/Checking email addresses/Ordering incorporated into mini-role play activities o #35 : Review pages 22-24 in
by phone P play ’ textbook (150%3)
3 . . 97 ;
. Students will be given case studies of different companies. They will practice asking i T @ Preview pages 25-27 in
Company and personal history : Company . . . e textbook (150%7) .
8 . . questions about company founding dates, company size, annual turnover and E R . . Gillett
History 1 & 2 /Issey Miyake company activity etc FE 97 : Review pages 25-27 in
: - textbook (150%3)
i : i T : Preview pages 28-30 in
Making plans : Announcing company Students will practice making formal company announcements, talk about company —woe | textbook (15043) .
9 |plans/ Talk about company objectives/ A . . . . | e . . Gillett
business trip/ A new project goals, upcoming business trips and projects. >3 Hb- liev(lew };;iges 28-30 in
textbook (150
Opinions and preferences : Likes and SFudents will be pret{iu.ght the'distinction between opini~0ns and. facts. Stuc'lents w'ill be T : Preview piages 31-33in
S . . . given examples of opinions being expressed. Students will practice expressing their —eoe | textbook (15043) .
10 | dislikes/ Making comparisons/ Agreeing X st X X i W i . Gillett
and disagreein own likes and dislikes. They will learn to use comparatives and use these in 47E : Review pages 31-33 in
& & conversations expressing their opinions. textbook (150%7)
B om0 o
Directions and invitations : Finding your Students will be given models for asking and giving directions, making invitations and | # - %}lb. Pkrezlll?g/[iz;ges 34-36 in
11 | way/ Asking for and giving directions/ giving apologies. Students will work in pairs to practice creating their own bet ;g% ?% oV 34-36 1 Gillett
Apologies and invitations conversations incorporating these items. . - meview [/)ages m
P textbook (150%7)
5 . . 20 ;
L. . . Students will hear conversational examples of entertaining in a social/business B TH : Preview pages 37-39 in
Entertaining : Offering food and drink/ At . . . X R . X . N X textbook (150%3) .
12 . . context. i.e taking care of a client in a social setting. Students will practice dialogues TR Dy . . Gillett
a restaurant/ Ordering food and drink inserting their own original ideas s 775 : Review pages 37-39 in
& & ’ PUE textbook (150%7)
- : . : 23 i 42
Saying goodbye : How to say'Goodbye'in a Students 'w111 ;aarn how to leave a busmes.s contact in a pollte,nuanFed and natu‘ral TH : Preview pages 40-42 in
. . . Lo way that is suited for the context of any given dynamic. Students will also practice - | textbook (1504) .
13 | polite business-like context/Keeping in NS . . . . G = ey . . Gillett
touch/ Talking about the future about maintaining contact with, amd/or making future plans with a potential return 75 : Review pages 40-42 in
client or contact. textbook (150%))
E= : e
Course review and final impressions : Instructor will review and recap randomly selected course highlights and will do a kil Hb- Pkrezq?(;f;;;ges 43-45in
14 | Review selected items/ Check Homework/ | brief final check of students workbooks. Students will fill out an electronic survey on e ;g;; (_)(;{ X 4345 Gillett
TOEIC practice/ Student survey their impressions of the course. o mevIew }/)ages s
textbook (150%3)
I : TE
Course review and final impressions : Instructor will review and recap randomly selected course highlights and will do a T élb. llreE/{eB\gr/[iiges 46-48 in
15 | Review selected items/ Check Homework/ | brief final check of students workbooks. Students will fill out an electronic survey on ] textboo 7 Gillett

TOEIC practice/ Student survey

their impressions of the course.

535 : Review pages 46-48 in
textbook (15043)
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