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The Office:
() #Aagpais 1. Office Appliances 6l 5 i

2. Computer Editing Icons
3. Identifying Where Things Are

Business Communication:
s s 1. Identify Written and Oral Forms of -
g i 5 &2 -
() PHELA* 0% Business Communication 6% - %=
2. Formal and Informal Communication

Telephone Calls:

1. Making A Phone Call

2. Answering A Phone Call

3. Expressions Duing A Phone Call

(2) parRi

Dealing with Numbers:

1. Learning to Say and Write Numbers
() fardes correctly 6|%- 4=
2. Numbers about Money > Telephone
Numbers ° Percentage ° Dates® and Years

Meetings:
1. Identify Different Types of Meetings 6
2. Meeting Vocabulary
3. Meeting Invitation

P

Organization of A Company:

1. Identify Departments in A Company
(=) 29 ’F“ 2. Learning to Describe A Company’ s N
T Structure and Staff

3. Organizational Chart
4. Key Vocabulary

Graphs and Charts:
(=) 4 fenm 1. Identify Different Types of Charts N

+ s 2. Learning to Read and Describe Charts and
the Information Given in Them

Careers:
A s e 1. Names of Jobs/ Occupations -«
A) BRE 2o . N —
SRk 2. Choosing A Job According to Personal 6% - %=
Characteristics

Job Applications:

1. Reading Job Ads

2. Reading Resume

3. Writing Personal Resume

(1) $aix

The Economy:
(L) Z&s ¥ 1. Five Major Economic Sectors 6|%-5x
2. Chain of Production

Advertising:

(+-) 78R3 1. Forms of Advertising 6|%- &
2. Effective Slogans

(=) resp2 Group Presentations: 6|%-5#
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1. Give a Presentation
2. Presentation Aids
3. Key Phrases Used in A Presentation

Learning about your jobs:

1. Welcoming and Introducing the newcome.
2. Learning about your office

(=) zmzaiw 3. Learning about locations near your 6%
office

4. Learning about your company s
organization

e
I
W
P

Office Communication:

Greetings & Small Talks in the office
Taking Messages

Telephone Etiquette 6|5
Taking A Day Off
Setting Up A Meeting
Office Stationery
Email Correspondence

(=) pe23itd

e
Iy
W
P

sing Office Appliances:
Using A Fax Machine
Using A Copy Machine
Basic Computer Functions
Using a Printer

Using Email

(Z) P gRHR™

B e e Bl il i

Discussions * Meetings » and Proposals
1. Making Proposals

() 1 iF%dE 2. Conduct A Meeting 6|5 - 55
3. Marketing Strategies

4. Presenting A New Product

Outside Correspondences & Contacts:
1. Contacting by Email
2. Contacting by Fax

" 3. Making Appointments with Customers on o
7 F b mi % =
(3) #otms the 6|%= 5
phone
4. A Lunch Meeting with Customers
5. Describing and Comparing Products
Socializing & Traveling:
1. Lunch Gathering
2. Year-end Bonuses
; 3. Staff Outings -
= % B -
() AR gty 4. Arraning A Business Trip 6% = %=
5. Confirming Flights and Booking Tickets
6. Renting A Car or Taking Public
Transportation
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Breakfast >
reservation

making a

)

N beverages © taking
=) % . . ) .
) B 4. 3% 8 % 5 Comprehension questions% #p i 4 orders » dealing with
activities. complaints > settling
B.HASEATE ) BT iR the bill
- 36
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#7782 Where are you from?
() Fme i (1) 3 s maas e

(2) &R shpng

Meeting people in business contexts
(1) Eye contact

(=) $~=ivn (2) Shake hands 8| % -F =&
(3) Exchange Business cards
(4) Small talk

Telephone skills for business
(1) Making a call

(2) i@ T g A (2) Opening a call 6|%=- &=
(3) Receiving a call

>

eIl
(1) Making arrangements: . .
. : 2
(2) Setting up appointments B|%-%
(3) Changing appointments

Socialization B i*4L % $37:
(1) Welcoming visitors

() 5~z it (2) Introducing someone 8|9 -g&
(3) Offering assistance
(4) Asking for assistance

(z) % ~~ iR

1. Business cultures: Culture differences
2. You and your company: How to introduce 6%
yourself to clients

3. Talk about your company

() 23t Lk

b
I
W
s

Negotiation:
v LB £ (1) Making an opening statement
(2) Bargaining and making concessions

When Culture Collidel 5 itttk /i * 42
(M) 2+ 2k (-) (1) Numbers and letters
(2) What’ s Politically Correct?

When Culture Collidef# fifgzdsh ™ 52:
(1) 2itx 2k (2) (1) Different concepts of time 4%
(2) Different concepts of date

When Culture Collidet# #-stid# ¥ 48:
() FBfssthe i) Different attitudes toward certain issues: 6|%-85=&
smoking > tipping > etc.

When Culture Collidef# Hiktid#h ™ 42:

e . (1) Dealing with complaint -
— | B 4
(- s s R (=) (2) People getting lost 6 ¥

(3) Types of Gestures

&
[

I
l\)
5
e

(=) 3%

S
\\b
i
L

b
I
W
T

FELtaso TRFT A MR- RE o blde
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(=) B2 it Ed Cross—Cultural Communication: 4|5=8%
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1. Think & Discuss—Brainstorming

2. Guided Reading & Comprehension Check
3. Dialogue & Discussion

4. Futher Discussion & Making Connections

(=) = i e

Cultural Shock

1. Think & Discuss—Brainstorming
2. Guided Reading & Comprehension Check 8| %
3. Dialogue & Discussion

4. Futher Discussion & Making Connections

1
1
R
'S

(2) #7 &fpsE

Language & Ethnicity

1. Think & Discuss—Brainstorming
2. Guided Reading & Comprehension Check 6%
3. Dialogue & Discussion

4. Futher Discussion & Making Connections

3
1
W
'S

(2) B4azs L RFH

Individualism vs. Collectivism

1. Think & Discuss—Brainstorming
2. Guided Reading & Comprehension Check 8%
3. Dialogue & Discussion

4. Futher Discussion & Making Connections

i
I
R
'

&

(1) +#s

[ERAN: ST 20 4

Communication Styles

1. Think & Discuss—Brainstorming
2. Guided Reading & Comprehension Check 8%
3. Dialogue & Discussion

4. Futher Discussion & Making Connections

i
I
g
'S

(#) Pulsd 2w

Gender Roles & Values

1. Think & Discuss—Brainstorming
2. Guided Reading & Comprehension Check 6%
3. Dialogue & Discussion

4. Futher Discussion & Making Connections

3
In
W
'S

(5) s gr iy

Globalization & Glocalization

1. Think & Discuss—Brainstorming
2. Guided Reading & Comprehension Check 4|5=8=
3. Dialogue & Discussion

4. Futher Discussion & Making Connections

(M) 222 F) When Culture Collidef 3 #kt:d# & * 32(A) 4| 5=8=
(1) =t x2 k) When Culture Collidelr# ##iith i * 42(B) A5 z85
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