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1. Students are able to read job advertisement.

Students are able to write a resume and a letter of job application.

w»

Students are able to identify organizational structure of a company and positions in the
company.

Students are able to ask and give information about a company.

Students are able to identify office supplies and equipment, and tell their usefulness.
Students are able to make phone calls in different situations, leave and take messages.

Students are able to receive visitors who come to the office.

G N o U oA

Students are able to identify parts of memorandum, business letters, meeting agenda,
minutes, and facsimile and electronic mail.

9. Students are able to write memorandum, business letters, meeting agenda, minutes,
facsimile and e-mail.

10. Students possess these characteristics: punctuality, responsibility, co-operation, honesty etc.
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Basic English knowledge and skills of business; office and inter-office communication; job
application; office organization; staff and duty; social contact; making arrangement and

appointment; telephoning; meeting; basic business correspondence
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1 Course Syllabus 3 1.Discuss the Course

Unit 1 Job Advertisements
and Applications

syllabus.

2.Student Analysis:
background knowledge,
personality, pre-test
3.Talk about jobs and
vacant positions.

4. Discuss about

advertisement.
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Unit 1 Job Advertisements
and Applications (cont.)

1. Read Job ads and
classified.

2. Do exercises.

3. Resume reading

4. How to write a
resume.*

5. Listen to a job
interview and do
exercises.

6. Job interview role
play.

7. How to pronounce /-
ed/ correctly.

8. Grammar review and

exercises.

Unit 2 At a Company

1.Talk about working in
a company.

2. Read “Electronic
International
Company” and do
exercises.

3. Listen and answer
questions.

4. Speaking: Meeting
office staff and role
play

5. Practice asking and
giving information
about a company.

6. Job interview role

play*
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Unit 2 At a Company (cont.)

Unit 3 Office Supplies and
Equipment

1. How to present a
company.

2. Write an
organizational
structure.

3. Practice pronouncing
“s” sound.

4. Grammar review and
do exercises.

5. Talk about office
supplies and
equipment.

6. Read “An Office” on
page 46 and answer

questions.

Unit 3 Office Supplies and

Equipment (cont.)

1.Present your
company to the
class.*

2.Get to know the
equipment and do
exercises.

3. Listen and answer.
4. Speaking: names of
equipment and its use.
5. Write how to use a
fax machine and how
to make photocopies.
6. Practice stressing
words.

7. Grammar review and

exercises.
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Unit 4 Telephoning

1. Choose words from
the list to label
pictures.

2. Reading: How to
Answer the Phone

3. How to read
telephone numbers.
4.How to take
telephone messages,
and answer questions.
5. Listen to telephone
conversation and
answer questions.

6. Speaking: Answer the
phone.

7. Practice speaking on
phone.

8. Writing: Telephone
conversation complete
9. Practice stressing
words correctly.

10. Grammar review

and exercises.
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Unit 5 Receiving Business

visitors

1.Speaking on the
phone.*

2.Talk about receiving
visitors.

3. Reading: Receiving
visitors and answer
questions.

4. Practice how to use
expressions for
receiving visitors.

5. Listen and complete
conversation, and
answer questions.

6. Practice receiving
visitors.

7. Practice stressing
words correctly.

8. Grammar review and

do exercises.

Midterm Examination

Unit 1-5

Unit 6 Memo, Notices and

Announcements

1. Read: Memorandum,
Business reports and
notices and do
exercises.

2. Role play: receiving

visitors.*

10

Unit 6 Memo, Notices and

Announcements (cont.)

1. Listen to memo
messages and answer
questions.

2. Practice writing a
memo.

3. Pronounce “s”
sound correctly.

4. Grammar review and

exercises.
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Unit 7 Meeting

1. Talk about meeting.
2. Reading: Meeting in a
company, and answer
questions.

3. How to write a
meeting agenda.

4. Reading: Meeting
minutes.

5.Study expressions
frequently used in
meetings.

6. Identify the errors in
a meeting agenda.

7. Assign students to
visit an office in URU.

12

Unit 7 Meeting (cont.)

Unit 8 Business Letters (1)

1. Write a meeting
agenda, and minutes of
meeting.

2. How to stress words
correctly.

3. Grammar review and
exercises.

4.Talk about writing
business letters.

5. Identify parts of a
business letter.

6. Listen and fill the
words.

7. Write parts of a
business letter.

8. Grammar review and

exercises.
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Unit 9 Business Letters (2)

1.Study how to write
an enquiry letter.

2. How to reply an
enquiry letter.

3. Learn how to write
sales letters.

4. Study how to write
an order letter and its
replies.

5. Listen and fill the
words in the blanks.
6. Write an enquiry
letter and its reply.
7.Write an order
letter and its
acknowledging
letter.*

8. Review word stress
patterns.

9. Grammar review and

exercises.

14

Unit 10 Fax and E-mail

1.Talk about fax and E-
mail.

2.Reading: Facsimile
and answer questions.
3.Reading: Electronic
Mail and answer
questions.

4. Listen and fill the
words.

5. Practice writing fax
messages.

6. Practice ordering
goods via E-mail. *(in
the computer lab)

7. Grammar review and

exercises.
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15 Review and Course 3 Review and ask
Evaluation students to evaluate
the instruction of this
course.
16 Final Examination
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Office visit practices and report PN 13- 10%
15
1 AADANIALSEU 10%
Assignments/ Quizzes
Job interview* PUAUAYNIALS 2%
2 Making phone calls* 5%
Receiving visitors*
5%
Announcement / Advertisement pudUAnIa Ly 3%
3
Business letters and E-mail 5%
a Mid-term fUavin 8 20%
5 Final exam FUAUN 16 30%
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