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This course isfor students with Intermediate to Low-Advanced English skills. Students with higher English
skills may not take the course. The course practices English skills that are necessary for business.
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Students will learn about

- Formal business email

- Informal business email

- Summarizing (verba and written)

- Short written reports

- Short verbal presentations to small groups

- Understanding and communicating precise rules
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Course Schedule and Contents

Week 1: Informal work email, speaking skills

Week 2: Formal and "bad news" email

Week 3: Summarizing

Week 4: Summarizing

Week 5-14: Above skills, presenting, writing, and more.
Week 15: Feedback session

"Total 14 classes, 1 Feedback session”
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Students with English skills below "Intermediate” or above "Low Advanced" will not be accepted.
The courseistargeted for students with middle level skills.
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Students are graded based on the number and level of tasks completed.
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Students will receive materials from the professor.
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Students will receive materials from the professor.
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Students are expected to complete tasks outside of classand in class. Classtimeis mainly for support,
guestion asking, and skills review with the professor.
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In class meetings.

Size limit: 20 students

Sizeislimited in order to alow time for frequent interaction with the professor.
Office hours: Monday and Friday afternoons by appointment.




