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Fundamental Business English

Can you effectively explain a chart or a graph? Can you describe your qualifications or write a professional business
email? All of these skills and much more will be covered in "Understanding Business." This course will provide a
wide survey of fundamental English business terms and phrases that are essential to anyone who wishes to
communicate in the international business world.

Tentative Schedule:
Session 1: Introduction. Numbers and figures.
Session 2: Places, departments and industries.
Session 3: Quiz One. Work and numbers. Commuting.
Session 4: Describing your position.
Session 5: Describing your qualifications.
Session 6: Quiz Two. Days and dates.
Session 7: Talking about availability.
Session 8: Talking about prices.

Session 9: Quiz Three. Pay and benefits. Banks.
Session 10: Talking about products, Part One.
Session 11: Talking about products, Part Two.
Session 12: Quiz Four. Correspondence, Part One.
Session 13: Correspondence, Part Two.
Session 14: Presentations.
Session 15: Quiz Five. Useful business idioms.

教) Mascull, Bill. Business Vocabulary in Use: Elementary. (Cambridge University Press)

Quizzes - 100%

Five take-home practice quizzes will be distributed. These are optional, but very useful.
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