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English language structures, vocabulary and expressions related to office
management; communication skills at work; using office equipment;
handling telephones; making appointments; filing; arranging meetings;

reading and writing business correspondence and related paperwork
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Course introduction

Module 1: Presenting
1A A company profile
1B Talking about your

company

2

2

2

2

Module 1: Presenting (Cont.)
1C Company structure

1D Working conditions

Module 2: Socialising

2A Introductions &

Greetings

2B Making small talk

Module 2: Socialising (Cont.)
2C Invitations & Offers

2D Welcoming a visitor

Module 3: Telephoning

3A Getting through on the
phone

3B Leaving and taking

messages
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Module 3: Telephoning
(Cont)

3C Dealing with problems on the
phone

3D Making arrangements on the

phone

Module 4: Email
aA First contact and
requests

4B Enquiries

Module 4: Email (Cont.)
ac Following - up
4D Levels of formality

Midterm Exam

10

Module 5: Graphs & Tables
5A Describing graphs
5B Describing changes

2 2

2
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Module 6: Business writing

6A Introduction to letters and

memaos

6B Memorandums

6C Structuring a letter

12

Module 7: Meeting
TA Starting a meeting
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7B Chairing & taking part
in a meeting
13 Role-play/Simulation: 2 2 2 2 0
“Department Meeting”
- Organise a
department meeting
(chair and take part in
a meeting)
- Presenting facts and
figures using graphs
and tables
Module 8: Job applications
8A Job ads and
descriptions
8B Writing a CV
14 Module 8: Job applications | 2 2 2 2 0
(Cont.)
8C Writing a  covering
letter
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-This is the course I've considered the most difficult in this semester, second only
to research. However, this course has provided me with a great deal of knowledge
that | can apply when | step into the professional world. Thank you to the teacher
for giving such valuable and practical knowledge.
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ULAY LLa:MHﬁ%ﬂ@WQWiéMWﬂg]USﬂZ I’m so glad to study with you. You are so kind
and good at teaching. You are one of my favorite teachers. Love you
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-Please don’t be discouraged. You are the best teacher. Thank you for your hard-
work When | learn with you, | feel like Im learning with a doctor coz your voice so
soft. Nice to know you naka, love you | want to be good as you, you are my
inspiration??
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-You are one of my favorite teachers. You are a very good and sensible teacher.
You teach us things that we can actually use. The content is concise and very
useful to us. | may not be able to study with you next semester. | want to thank
you for always being open-minded and respecting our decisions. | will definitely
use the knowledge you teach me in the future.

19191363110 ) Ay YDUAMBINTTULAZ VOUAMAIUYIV YB91313811N ) Az AN
yoilswesorsavylinelilulysdwvinaesuzas “sunGoudievhlisesennanedu
Sosi1e”

“Huidniieninng uanedsuudiorassasuliidlannnaiinng AlaiildiFeuss
-919150d0UR uarazLdUnAY

-aunffz mouwsninauniiniveSeuieiuenaisesliie weliseussdlewnunes

'
a '

9RazAnfivynavsslulinvelnyinedre1ansd wideusiun Tanuguilaseuny

dsUnausziiiy

-10 -



