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3#®§ % ;% Evaluation

Attendance: 20%, Interaction: 20%, Midterm exam: 30% Final exam: 30%

Attendance: 20%, Interaction: 20%, Midterm exam: 30% Final exam: 30%.

#%A2P % Course objectives

The office English is prepared for students who may use the professional language in career in the
future. Opening discussion is the key of the course stated objectives and practical dialogues in
typical business environment. The course will tool students to feel comfortable conversing in
workplace English.
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Course Description and Goals

The learning goal of this class is to prepare students for all kinds of possible scenarios in
workplace. Students will be expected to learn related vocabularies and the language of socializing
in real-life business situations.




# 3 Note

&2 R Course schedule

Week 1: Welcome and Introductory to the course
Week 2~3: Meeting for the first time

Week 4~5: Telephoning (oral test is given)

Week 6~7: Welcoming a newcomer

Week 8~9: Small Talk and Midterm is given

Week 10~11: Office issue

Week 12~13: Oral test is given and writing practice
Week 14~15: Arranging a meeting

Week 16~17: Email practice

Week 18: Final exam is due
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