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3. (# 4t ):To be active and open-minded to all the information of the global
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Leave and take a telophone
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hotels services and telephone
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Entertainment discuss preferences for movie
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discuss the meaning of
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ARFLFH (P E L FE - ARER)

LigfLp &AL B4 D none

% p 4 : 1. (4v@#):students can know the basic information for intervew and business

English

2. (¥4t ):students can learn how to write cover letters, resumes, and
professional biographies

3. (# it ):students can have better understanding on workplace English

4. (H % )none

it~
¥ =~ 31 3 POE OB R 5 T % S
Looking for a Job |job ads; cover letters; 3
resumes; professional
biographies
Job Interview answering questions in a job 3
interview; promoting yourself
to the interviewer; asking
about the job and the company
The First Day of setting into a new job; 3
Work dealing with a new work
environment; making
self-introductions
Telephone answering a business-related 3
Conversations phone call; taking and leavng
a phone message; dealing with
communication issues
Meetings arranging meetings and 3
changing schedules; asking
for opinions in a meeting;
agreeing and disagreeing in a
meeting
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#c#t + 4 Workplace English ¥4 @ MpRs %

: Live ABC

LR A

GRem g &~ ¥ > rd k)
1. The American Way by Edward N.Kearny, Mary Ann Kearny (Prentice Hall)
2. Handshake by Peter Viney & Karen Viney (Oxford University Press)

LBFP A LE

reading

38 p : 1. (5v#):To aid students in developing an interactive, holistic style of

2. (# ¢ ):To extend students’ expressive and comprehension skills through
cultural comprehension
3. (# 4t ):To increase, rapidly and systematically the listening skills,
pronunciation skills
4. (H % )To cultivate the communication skills of English learners

N DN

it~
¥~ 1 W A 54 i i 21
Unit 1 Looking for This unit deals with 4
a job resumes, cover letters and
biographies.
Unit 2 Job This unit talks about 3
Interview promoting yourself to the
interviewer and answering
questions.
Unit 3 Telephone This unit 1s about answering 3
Conversaations a business-related phone call
and communication issues.
Unit 7--Business |This unit is about reserving 3
Trips a hotel room and flight
ticket and food ordering.
Lab class+ conversations+ current news 3
handouts
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#®# &4 Workplace English FEomAgE

v
Maxd kot Live ABC
%
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LBFP A LE

38 p 4L 1. (5v3%):Students will understand the languages used in workplace.
2. (##c ):Students will learn the principles to a variety of business
activities.

3. (# it ):Competency in worldplace English is essential.

4. (H )

Foh <

\\?{r

§ A 3 3 S

ke

¥ ik #
Looking for jobs [Jobs ad; Cover letters, 2
Resumes, Professional
biographies

Job Interview Answering questions in a job
interview

Promoting yourself to the
interviewer

Asking about the job and the
company

w0

Telephone Answering a business - 2
Conversations related phone call

Taking and leaving a phone
message

Dealing with communication
1ssues

Making Reading tables, charts, and 3
Presentations graphs

Disussing and explaning
tables, chart, and graphs
Making a presentation to
introduce your company

Business Trips Researving a hotel room and 2
flight ticket

Checking in and getting
through security at the
airport

Ordering a meal at a
restaurant
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Job Health Dealing with stress 3
Talking about the weekend
with colleagues

Working out and keeping fit
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