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The module is designed to equip students with the language skills they require to thrive in business environments such as
offices, during meetings, team/group presentations, and whilst meeting with clients. Students are introduced to, and made
conversant with, the nature, style, tone, and language of business interactions and meetings. Model dialogues present key
phrases, meaning and structure to help students understand and communicate effectively. During the course of the module,
students will work individually, in pairs, and in groups, as dictated by the nature of the activity, to complete meaningful
exercises and tasks (e.g., dialogues, mini-meetings) to gain practical experience and to build confidence. Please be
informed that the module is taught almost entirely in English language, therefore it is ideal for students at an intermediate
to high-intermediate level of English.
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In our increasingly globalised world, the prospect of taking part in meetings in English is greater than ever before.
Familiarising oneself with English language, more importantly, the vocabulary and expressions relevant in a business
environment should lead to better business interactions and productive meetings. Considering meetings as a social event,
students will be able to recognise the impacts of cultural differences in meetings and grow their understanding and skill, so
that they may be able to get their message across more effectively.

(BB DB ER R B TR B )

It is not uncommon for some learners of English to worry excessively about errors they make whilst speaking. This
insecurity prevents them from fully engaging in practical activities in English such as meetings. The module provides
reassurances that their insecurity is not unique and that it is common, and even normal. At the end of the semester, students
are expected to be able to communicate more effectively in different business and social situations.
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The various components of the module will be introduced based on the students’ progress in class.
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English for Business: Speaking, by James Schofield and Anna Osborn, Collins, ISBN: 9780 — 0074 — 23231
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Students will be assessed through the following methods:

- Mandatory assignment(s)

- Mandatory test(s)

- In-class activities (e.g., roleplay)
- Final examination

- Others (attendance)

(FHEDOEIER R —/L)

A=80% or more
B=70-7%
C=60-69%
D=50-59%

F =49% or less
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- Students are expected to attend class with the desire to learn.
- They must actively participate in all aspect of the lesson including roleplays.
- An expectation for students to complete all assigned tasks, assessed or otherwise, in class or at home (self-study)

The instructor will support students throughout the course by providing a conducive learning environment where students,
regardless of their skill/ability, will be able to improve in one form or another.
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FAlE | T~ (&2 A5« Section 1—Networking
W %%: Starting a conversation
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#2[E | T—~ (& A5 : Section 1—Networking
W %¥: Talking about jobs
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#3[E | T—~ (&S5« Section 1 - Networking
W %% Showing interest in other people
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HalE | T—~ (&2 £5) : Section 1—Networking
W % Exchanging information
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#5[a) | T—~ (&5 : Section 3 - Meetings
M %% Running a face-to-face meeting
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FelE | 7—~ (& %57 : Section 3—Meetings
W %% Running a face-to-face meeting
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T~ (A& 57 : Section 3 - Meetings
W %% Negotiating agreement
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T—= (A& 57 : Section 3 — Meetings
W % Negotiating agreement
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T~ (fif&57)) : Section 3 — Meetings
W %¥: Assigning action points
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T—~= (A& 757 : Section 3 - Meetings
W %%: Assigning action points

HPhE- FEEE Unit11

5511 [|]

T~ (fif&57)) : Section 3 — Meetings
W %: Running ateleconference
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T~ (A& 57 : Section 3 - Meetings
W % Running ateleconference
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T—~ (fif&"#57)) : Section 2 - Telephoning
W %¥: Cold calling
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T—~ (il 57>) : Section 2 - Telephoning
W %¥: Confirming or rearranging appointments
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F—~ ({a]Z&2£.57>) : Section 4 — Presentations and conferences
W % Saying ‘no’ politely
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Final Examination




