[ HUSO-TQF5 U3uu3s 8. 2566 ]

FACULTY OF

HUMANITIES
AND SOCIAL SCIENCES

1AD.5 F1PNUNANITANUUNITVDITIEIYD

Course Report

0115392 AENDINgEiNanI1saads ludnlneu

ENGLISH FOR OFFICE COMMUNICATION

A<

sedniiludrunilsvamdngnsRaumanstoudio
§1913U10 181D 9N W
nangnsusuUse w.A.2564
ABZAUYBEANEATLAZHIANAENS

UNRIINY1AYNNTU



e 1 dayanald

1. 59 Faseivn Swauniiein edviiideaeunineu sedviiGeundeudiy
wazA195UIYII8IYN
0115392 Mesengeriiensaeansludingu 3 (2-2-5)
ENGLISH FOR OFFICE COMMUNICATION
- Tnssadanwdange mdw wagduiuiifetestunmsdanmsdiinanu ns
Fnvinwe sina o lunsdeansluivihan msldgunsaldninanu mssulnsdwi ns
Taving N133auiliienansn1sIANIsUsEn Mg uuwazn1slguanuelfnay
mqqsﬁfﬂLLammLaﬂmiﬁLﬁm%’aﬂ
: English language structures, vocabulary and expressions related to office
management; communication skills at work; using office equipment;
handling telephones; making appointments; fling; arranging meetings;

reading and writing business correspondence and related paperwork

2. Useanvuaesnelvn

Anwvily
Aniiuguanizi
veN

10

0 RO

AV NADNLES
3. 219K SURRYaUTIEIMUATaIN I oY
91915955 URATOUTIEIYT JOHN VENCENT MADEJANON
919158Kd0U JOHN VENCENT MADEJANON
4. Ynshnw/ MmansAne/ ngugiseu
2568 / Semester 1 / BA-English / Year 3- Section 1
5. @auiliFeu

LW NINYIALTINTG INYURFIVAT



NUIAN 2 NIFINNISEIBUNITADU

1. 5199UY2UIN1THRUDT BN UNULKNUN1T DY

Week | Topic/Brief description rours Class activities/ Lecturer
Lecture | Practice | Materials

1 Course Introduction 2 2 - Lecture John
- Overview of course objectives, - Group discussion Vencent
course details, course content, - Video Clips Madejanon
activities, quizzes, and grading - PPT
distribution, and expectations - Video Clips

2 Unit 1: Introduction to Office 2 2 - Lecture John
Communication - Group discussion Vencent
1.1 What is Professional - Video Clips Madejanon
Communication? - Brainstorming
1.2 Roles of Communication in Expectations
the Workplace
1.3 Formal vs Informal Office
Interaction

3-4 Unit 2: Verbal and Non-verbal | 4 4 - Lecture John
Communication in the Office - Video Clips Vencent
2.1 Tone and Clarity - Phone & Video Madejanon
2.2 Body Language and Etiquette
Gestures

2.3 Active Listening Skills




Hours Class activities/
Week | Topic/Brief description Lecturer
Lecture | Practice | Materials
5 Unit 3: Telephone and Video | 2 2 - Lecture John
Call Etiquette - Short Role-playing | Vencent
3.1 Phone and Voicemail exercises Madejanon
Protocols - Handouts
3.2 Video Conferencing Norms - Video Clips
Handling Difficult Calls
6 Role-play Presentation: Phone 2 - Presentation John
& Video Etiquette - Rubrics Vencent
Madejanon
7 Quiz 1 2 2 - Test Paper John
Coverage: (Units 1) | Vencent
Madejanon
8 Unit 4: Email and Memo Writing | 2 2 - Lecture John
4.1 Format and Tone in Email - Group discussion Vencent
Writing Memos and Notices - Video Clips Madejanon
4.2 Common Errors in Email - PPT
9 Midterm Presentation: 2 2 Group assessment & | John
Group role-play: Peer evaluation Vencent
Madejanon
10 Unit 5: Office Meetings and | 2 2 -Lecture John
Minute-Taking -Group discussion Vencent
5.1 Meeting Protocols and -PPT Madejanon
Vocabulary -Video clips
5.2 Leading and Participating in
Meetings
5.3 Taking and Writing Minutes
11 Unit 6: Written Communication | 2 2 -Report Templates, - | John
in Reports and Proposals Bar/Line Vencent
6.1 Types of Office Reports -Chart Descriptions, | Madejanon

6.2 Basic Proposal Writing

-Writing Tasks




Hours Class activities/
Week | Topic/Brief description Lecturer
Lecture | Practice | Materials
6.3 Using Visual Aids in Reports
12 Unit 7: Workplace Conflict 2 2 - Language Drills, John
7.1 Resolution and Assertive -Conflict Dialogue Vencent
Language Writing, Madejanon
7.2 Sources of Conflict - Scenario Role-Play
7.3 Polite but Firm Expressions - Lecture
Escalation and HR -Group Discussion
Communication -PPT
-Video Clips
13-14 | Unit 8: Final Office 4 4 Project John
Communication Project presentation & Vencent
documentation Madejanon
(Prepare an innovation pitch)
15 Unit 12: Reflection on Course | 2 2 - PPT John
Learnings/ Revision - Reflective essays Vencent
- Final exam review - Exam review Madejanon
-Video Clips
16
Final Exam
17
Total hours 32 32
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Mr. John Vencent De Ases Madejanon

0115392 : English for Office Communication, Group $101, Academic Year 2025/1,
18 out of 67 students, 26.87%

[List of students not yet evaluated]

.

th Clearly state the objectives, leamning outcomes, and teaching plans for each lesson. 389 128
2. Use teaching materials, textbooks, books, and teaching media in learning management. 361 124
a Cearly explain the main concepts of each lesson. a2 094
4. Students are advised to research resources and information at the Thaksin University Library. a1l 118
5. There are various teaching methods and the knowledge can be transferred to students very vell. 378 1.06
6. Explain to students the importance of this course and its relationship to other courses. 389 118
T There are methods of teaching students to think, analyze, and summarize answers by themselves. a1 123
8. There are methods for organizing learning activities that enable students to achieve the learning ocutcomes of the course. 394 121
9. Teach content completely according to the teaching plan set for all 15 weeks. 428 089
10.  Give students the opportunity to ask questions in the classroom. an 113
11.  There is learning management that is appropriate to the students’ ability level. a 124
12.  Apply new technology, research results, or knowledge to leaming management. 394 116
N - -
13, Provide clear methods for measuring learning outcomes and measurement criteria. 389 128
14.  There are methods for measuring and evaluating learning outcomes in the subject that are consistent with the learning outcomes of the subject. 389 128
15.  Provide clear advice/suggestions on assigned tasks to students. 389 118
16.  Provides guidelines for applying knowledge from the subject to daily life. a 124
Comments
17.

- The teacher moves the slides very quickly. It's so fast that sometimes I can't keep up. I'd ke to send the content before dlass.
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Grades A B+ B C+ C D+ D E/F I w S AUD IP
Ranges >80 >75 =70 =65 =60 >55 >50 >0
Numbers of
30 16 9 3 6 2 1 0
students
Percentage 44,78 | 23.88 | 13.43 | 4.48 8.96 2.99 1.49 0
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Date of report:

(John Vencent Madejanon)
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