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2EDEK - 2 Objectives and Outline of the Course

H Business communication includes many methods for clearly communicating your ideas to other people. This course will help

business-relat

students learn how to communicate effectively in English, both orally and in writing, in ways that are commonly used in

b

such as:
- greeting other

- meetings and

- telephone use

s and introducing yourself

- different types of email

discussions, etc.

Business communication includes many methods for clearly communicating your ideas to other people. This course will help
students learn how to communicate effectively in English, both orally and in writing, in ways that are commonly used in
business-related situations. The goal of the course is to give students hands-on practice of phrases and techniques in areas

FBOEEEIZ Learning Objectives

H Learn how to communicate both orally and in writing in ways that are commonly used in business-related situations

Acquire hands-on practice of phrases and techniques in Business English

% | Learn how to communicate both orally and in writing in ways that are commonly used in business-related situations

Acquire hands-on practice of phrases and techniques in Business English
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REEHEEE Course Plan

No. 15 B Topics

AR Content

1 H | Introduction to  Business
Communication

An introduction to the course explaining the course outline, grading and what is
expected of the students. What is business communication? How is it different from
general communication?

Introduction  to  Business

b

Communication

An introduction to the course explaining the course outline, grading and what is
expected of the students. What is business communication? How is it different from
general communication?

2 H | Meeting, Greeting and
Leaving. Describing Yourself

What do you say in English when you first meet someone? How do you introduce
yourself and others? What do you say when you leave? How to tell other people about
yourself, your background, your study or work, your school or company.

= | Meeting, Greeting and | What do you say in English when you first meet someone? How do you introduce
Leaving. Describing Yourself yourself and others? What do you say when you leave? How to tell other people about
yourself, your background, your study or work, your school or company.
3 H | Interviews This class will examine common questions asked during job interviews and practice
answering them in English.
Z | Interviews This class will examine common questions asked during job interviews and practice

answering them in English.

4 H | Making a Presentation

This class will help you learn how to give a clear, accurate and effective presentation
in English.

Z | Making a Presentation This class will help you learn how to give a clear, accurate and effective presentation
in English.
5 H | Business Meeting | In your study and work, there will be times when you will have to give a presentation
Presentation in a meeting about the study or project you are working on, and then discuss it with
the other meeting members. This class will look at how to prepare for this.
Z | Business Meeting | Business Meeting Presentation

Presentation

6 H | Business Report

There may be times when you will have to write a report about your work, project,
plans, etc. to let other people know what you are doing or what you would like to do
or happen. This class will look at how to write a good business report that can
communic

Z | Business Report

There may be times when you will have to write a report about your work, project,
plans, etc. to let other people know what you are doing or what you would like to do
or happen. This class will look at how to write a good business report that can
communic

7 H | Course Review and
Examination Preparation

A review of the topics studied in the course will be given, with particular emphasis on
what will be on the final examination.

% | Course Review and | Areview of the topics studied in the course will be given, with particular emphasis on
Examination Preparation what will be on the final examination.
8 H | Business Communication | A written examination covering the topics studied in the course.
Final Examination
% | Business Communication | A written examination covering the topics studied in the course.
Final Examination
9 H
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H Doc and Ppt files of the lesson material and PowerPoint will be posted on the Moodle website each week. Homework covering
each week's lesson will be accepted and returned every week. Students can communicate with the instructor in class, through
email, with their homework, or through the Moodle class forum. (If online classes are required, a link to a pre-recorded video
of the instructor explaining the lesson material will be posted for viewing by the students.)

% | Doc and Pptfiles of the lesson material and PowerPoint will be posted on the Moodle website each week. Homework covering

each week's lesson will be accepted and returned every week. Students can communicate with the instructor in class, through
email, with their homework, or through the Moodle class forum. (If online classes are required, a link to a pre-recorded video
of the instructor explaining the lesson material will be posted for viewing by the students.)

Please note that KIT requires 45 hours of study from students to award one credit, including both in-class instructions as
well as study outside classes. Students are required to prepare for each class and complete the review after each class.

The instructor will prepare and distribute materials to the students on Moodle each week before class.

The instructor will prepare and distribute materials to the students on Moodle each week before class.

H 50% Weekly homework, based on submission.
50% Final examination, based on content.
It is important to do homework so that you can practice what you studied and learn if you have any problems. 50% of your
grade will depend on giving your homework to the

= | 50% Weekly homework, based on submission.

50% Final examination, based on content.

It is important to do homework so that you can practice what you studied and learn if you have any problems. 50% of your
grade will depend on giving your homework to the instructor every week. The instructor will correct the homework and return
it to the students, but he will not give a grade for the content. The final examination, however, will be graded for content.
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