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Meeting people in business contexts
(1) Eye contact

(2) Shake hands 8
(3) Exchange Business cards
(4) Small talk

(=) #imp

PFFRT G AR

Telephone skills for business
(1) Making a call

(2) Opening a call 6
(3) Receiving a call

w) 5 A iinge
(=) R

B AR R
(1) Making arrangements: 3
(2) Setting up appointments
(3) Changing appointments

() 3=~ i

Socialization = f“4k2 $£77:
(1) Welcoming visitors

(2) Introducing someone 8
(3) Offering assistance
(4) Asking for assistance

(=) 2ty e

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

3. Talk about your company

(=) srRziti g

Negotiation:
(1) Making an opening statement 4
(2) Bargaining and making concessions

(2) T A R(-)

When Culture Collideli# fiktith i * 48:
(1) Numbers and letters 4
(2) What’” s Politically Correct?

(1) 2t x2k(2)

When Culture Collidefi#t Hicftid i i * 4L:
(1) Different concepts of time 4
(2) Different concepts of date

When Culture Collidelit #i#tid# i * 4L

(+) s pssth e wmr-) Different attitudes toward certain issues: 6
smoking © tipping > etc
When Culture Collideli#: fiktitsh i * 48:

T T T TED) (1) Dealing with complaint 6

(2) People getting lost
(3) Types of Gestures
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Cross—Cultural Communication:

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

4. Futher Discussion & Making Connections

(=) = i ir

Cultural Shock

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

4. Futher Discussion & Making Connections

(2) #F7 g%t

Language & Ethnicity

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

4. Futher Discussion & Making Connections

i
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Individualism vs. Collectivism 8
1. Think & Discuss—Brainstorming
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2. Guided Reading & Comprehension Check
3. Dialogue & Discussion
4. Futher Discussion & Making Connections

Communication Styles

1. Think & Discuss—Brainstorming
(F) 23 Al2 R HNLR 2. Guided Reading & Comprehension Check 8|¥=8=%
3. Dialogue & Discussion

4. Futher Discussion & Making Connections

Gender Roles & Values

1. Think & Discuss—Brainstorming
() BulbkdagEp 2. Guided Reading & Comprehension Check 6|5=5e
3. Dialogue & Discussion

4. Futher Discussion & Making Connections

Globalization & Glocalization

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

4. Futher Discussion & Making Connections
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The Office:

1. Office Appliances

2. Computer Editing Icons

3. Identifying Where Things Are

(=)

B AKGE

Business Communication:

Business Communication

1. Identify Written and Oral Forms of

2. Formal and Informal Communication

—~
In
-

Telephone Calls:
1. Making A Phone Call
2. Answering A Phone Call

3. Expressions Duing A Phone Call

(v) Bl

Dealing with Numbers:

correctly
2. Numbers about Money -
Numbers > Percentage

Telephone
Dates - and Years

1. Learning to Say and Write Numbers

g

Meetings:

2. Meeting Vocabulary
3. Meeting Invitation

1. Identify Different Types of Meetings

Organization of A Company:

Structure and Staff
3. Organizational Chart
4. Key Vocabulary

1. Identify Departments in A Company
2. Learning to Describe A Company’ s

Graphs and Charts:

the Information Given in Them

1. Identify Different Types of Charts
2. Learning to Read and Describe Charts and

() B

Careers:
1. Names of Jobs/ Occupations

Characteristics

2. Choosing A Job According to Personal

(1) Hair

Job Applications:

1. Reading Job Ads

2. Reading Resume

3. Writing Personal Resume

The Economy :
1. Five Major Economic Sectors
2. Chain of Production

Advertising:
1. Forms of Advertising
2. Effective Slogans

(Fz)Rledpd

Group Presentations:
1. Give a Presentation
2. Presentation Aids

3. Key Phrases Used in A Presentation

(=) @i

Learning about your jobs:
2. Learning about your office

office

1. Welcoming and Introducing the newcome

3. Learning about locations near your




4. Learning about your company s
organization

Office Communication:

1. Greetings & Small Talks in the office
. Taking Messages

. Telephone Etiquette 6
. Taking A Day Off

. Setting Up A Meeting
. Office Stationery

. Email Correspondence

(=) P2z Ed

. Using A Fax Machine
. Using A Copy Machine 6l 5
. Basic Computer Functions
. Using a Printer

. Using Email

(2) A2 FRART

N
5
i

2
3
4
5
6
7
Using Office Appliances:
1
2
3
4
5

Discussions © Meetings * and Proposals
1. Making Proposals

() 1 v 2. Conduct A Meeting 6|H-5=
3. Marketing Strategies

4. Presenting A New Product

Outside Correspondences & Contacts:

1. Contacting by Email

2. Contacting by Fax

(1) #ome ih Making Appointments with Customers on 613
e

phone

4. A Lunch Meeting with Customers

5. Describing and Comparing Products

s
+
e

Socializing & Traveling:

. Lunch Gathering

. Year-end Bonuses

Staff Outings

. Arraning A Business Trip

. Confirming Flights and Booking Tickets
. Renting A Car or Taking Public
Transportation

() Ak e

o Ul 0 DO —

Online Job Search

. . 1. Job Application P

- [ =
(=) A A 2. Online Jog advertisement 6% ==
3. Job Application Form

Introductions and Interviews
(=) hige 1. An Application Email 6|%=5=
2. Describe yourself and your work skills

Breaking the Ice
(Z) o3 1. Effectivce Icebreakers (=R
2. Icebreaking Activities

Writing Emails and Messages
(z) Had i 1. Email Facts 6|%=5=&
2. Business Opportunities via emails

Phone Calls
(I) JPHFTH 1. The Basics of Phone Call Etiquettes 6|%=8=
2. Phone Messages

Analyzing Companies

R N 1.Finding the Right Company ‘- e
() RHL A 2. Knowing Company Culture 6%z
3. Companies Profiles

Promoting Yourself and Others
1. Showing Job Skills
(=) pAfE 2.Giving Compliment 6|s=8=
3. Promoting a Guest Speaker
4. A Business Card

Marketing
(M) pariEg 1. Marketing Strategies
2. Identifying Target Markets

=3
In

4%
"

Opinions
. 1. Asking for Advice
i & . s .
() trse 2.Effective Communication 6
3. Meeting Minutes

3

I
5
W

Products and Services
PRF% 1. Product Features
2.0rdering Services

)

[t
I

(=2
I
-
b

Sales Pitch

(+-) #aup 1. Pitching a Product (-1
2. Product Presentation
Mobile Payments
(+2) AR td 1. Understanding Mobile Banking 6|9=5=
2. The Currency of the Future
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The Office:

1. Office Appliances

2. Computer Editing Icons

3. Identifying Where Things Are

=2

F-BEy-FY

(C) pRa iy

Business Communication:
1. Identify Written and Oral Forms of
Business Communication
2. Formal and Informal Communication
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Telephone Calls:

1. Making A Phone Call

2. Answering A Phone Call

3. Expressions During A Phone Call
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Dealing with Numbers:
1. Learning to Say and Write Numbers
correctly

2. Numbers about Money °
Numbers » Percentages »

Telephone
Dates » and Years
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Meetings:

1. lIdentify Different Types of Meetings
2. Meeting Vocabulary

3. Meeting Invitation
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Organization of A Company:

1. Identify Departments in A Company
2. Learning to Describe A Company’ s
Structure and Staff

3. Organizational Chart

4. Key Vocabulary

Y-HEN-FY

Graphs and Charts:

1. Identify Different Types of Charts

2. Learning to Read and Describe Charts and
the Information Given in Them
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Careers:

1. Names of Jobs/ Occupations

2. Choosing A Job According to Personal
Characteristics

S-FER-FY

HaiE

Job Applications:

1. Reading Job Ads

2. Reading Resume

3. Writing Personal Resume
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The Economy :
1. Five Major Economic Sectors
2. Chain of Production
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Advertising:
1. Forms of Advertising
2. Effective Slogans
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Group Presentations:

1. Give a Presentation

2. Presentation Aids

3. Key Phrases Used in A Presentation
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Learning about your jobs:

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

3. Learning about locations near your
office

4. Learning about your company s
organization
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Office Communication:

. Greetings Small Talks in the office
. Taking Messages

. Telephone Etiquette

. Taking A Day Off

. Setting Up A Meeting

. Office Stationery

. Email Correspondence
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Using Office Appliances:

3. Marketing Strategies
4. Presenting A New Product

1. Using A Fax Machine
s op 2. Using A Copy Machine C_wma_ wy
) ERERARY 3. Basic Computer Functions 6% = &5 - 50
4. Using a Printer
5. Using Email
Discussions > Meetings * and Proposals
1. Making Proposals
) 1 iFFaE 2. Conduct A Meeting (JIEE- S - ]

et

Outside Correspondences Contacts:

1. Contacting by Email

2. Contacting by Fax

3. Making Appointments with Customers on
the

phone

4. A Lunch Meeting with Customers

5. Describing and Comparing Products

6| -Frn-9H

Socializing Traveling:

. Lunch Gathering

. Year-end Bonuses

Staff Outings

. Arraning A Business Trip

. Confirming Flights and Booking Tickets
. Renting A Car or Taking Public
Transportation
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Online Job Search

1. Job Application

2. Online Jog advertisement
3. Job Application Form

Introductions and Interviews
1. An Application Email
2. Describe yourself and your work skills

J|=FeEn- g

Breaking the Ice
1. Effective Icebreakers
2. lcebreaking Activities

J|FzFEn-

Writing Emails and Messages
1. Email Facts
2. Business Opportunities via emails

J|=FEn-FH

Phone Calls
1. The Basics of Phone Call Etiquettes
2. Phone Messages

J|=FEn-

BHA A

Analyzing Companies

1. Finding the Right Company
2. Knowing Company Culture
3. Companies Profiles

J|FzFEN-

R

Promoting Yourself and Others
1. Showing Job Skills

2. Giving Compliment

3. Promoting a Guest Speaker
4. A Business Card

Marketing
1. Marketing Strategies
2. Identifying Target Markets

Opinions

1. Asking for Advice

2. Effective Communication
3. Meeting Minutes

Products and Services
1. Product Features
2. Ordering Services

J|=FeEn- g
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Sales Pitch
1. Pitching a Product
2. Product Presentation
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Mobile Payments
1. Understanding Mobile Banking
2. The Currency of the Future
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