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#A% 7 5 ¢ This syllabus is designed for students with a TOEIC proficiency level

Course between 500 and 550. The course aims to enhance ESL (English as a

Objectives second language) learners’ communication skills for workplace and
business-related contexts. It includes workplace scenarios and
introduces patterns of language use, functions, and structures
commonly found in professional settings. Addltlonally, the course
covers cultural differences across various workplaces. The aim is to
highlight key points that will help students use English effectively
and behave appropriately in workplace contexts.

FAz~ % ¢ 2/26 Week 1 Introduction - Course overview, Ice-breaking, and
Outline of understanding the importance of English proficiency in workplace.
Lectures 3/05 Week 2 Making introductions & social networking skills (small
talks, big talks & workplace etiquette)
3/12 Week 3 Running meetings (moderators)

3/19 Week 4 —— Continued —————-

3/26 Week 5 Presentation (Substitute Teacher)
4/02 Week 6 ——— Continued —————

4/09 Week 7 Negotiations

4/16 Week 8 ——- Continued ——————

4/23 Week 9 Mid-term role-playing (professional use of language
through role play)

4/30 Week 10 Interviews

5/07 Week 11 Mock interviews

5/14 Week 12 CV writing

5/21 Week 13 Cover-letters writing

h/28 Week 14 Sit-in paper-and-pencil exam

6/04 Week 15 Students’ final oral presentation

6/11 Week 16 Students’ final oral presentation

*k% This syllabus is subject to change in case of whatever contingency
Xk

B N0 F#32 Lecture : 40%

Method of ) . .

Instruction & B2t Group discussion : 20%
% »|# 34 Case study : 20%

ey Practical exercises : 20%




#$ Lecture : 1. PBL teaching approach: The problem-based learning

(PBL)approach is adopted for most of the course.

2. Participation: Participation is mandatory. Students must keep up

with the reading materials and actively engage in class
discussions.

3. Final Project and Role Play: Students are required to complete a

project and perform a role play as part of their final grade.

4. Homework: Homework will be assigned occasionally.%

ELe 1. Handouts (to be made available either before or during class)
Textbooks 2. Books (recommended)
i. Tomalin, Barry (2012). English for Key Business Skills. London:
HarperCollins Publishers.
i1. Vaughan, Andrew & Dorothy E. Zemach (2013). Get Ready for
International Business. Macmillan.
ii1. https://www. indeed. com/career-advice (Career Guide)
>+ % p i. Tomalin, Barry (2012). English for Key Business Skills. London:
References  HarperCollins Publishers.

ii.Vaughan, Andrew & Dorothy E. Zemach (2013). Get Ready for
International Business. Macmillan.
11i. https://www. indeed. com/career-advice (Career Guide)
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Notice

¢ > ;4 ¢ 1. Class attendance and contribution 20%

Grading 2. Assignments, Group discussion, & quizzes 30%
3. Mid-term Exam (Role playing) 20%
4. Final project presentation + Final exam 30%

# P ¢ No prerequisite requirement is required.

Notes




