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Ligflp i,% it # Basic English reading and speaking skills

3B P 1. (7&3%):To help students learn workplace English by reading a wide
variety of articles
2. (34t ):To enhance students’ language proficiency by practicing oral
conversations
3. (# 4t ):To help students build their self-condicence in learning workplace
English
4. (H # )Help students learn the basic vocabualry and phrases related to
workplace English
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Meeting for the How do you introduce

First Time yourself?

What does a receptonist do?
Have you ever been late to
something?

Telephoning Answering the phone and 3
connecting a caller
Identifying oneself and being
transferred

Taking and leaving messages
Requesting a particular
person or service

Scheduling a time to visit a
client

Welcoming a Introducing a new team member 3
Newcomer Introducing one’ s work
environment

Introducing the rules at a
company

Office Issues Asking for leave 3
Working overtime and covering
shifts

Asking for items that one
needs
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Receiving Foreign  Picking up a visitor 3
Guests Checking in at a hotel
Showing a visitor around
one’ s workplace
Showing a visitor around

one’ s city
Megting with Talking about a company’ s 3

Giving information about
products and services

Responding to questions
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: Workplace English (For Beginners) Al-A2
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1. (53 ):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

K~

H ~ i 3

nOE O R

Meeting for the
First Time

course introduction; greeting
visitors; making visitors
feel welcome; making
introductions

\\\?{r
<l
=k

Telephoning

answering the phone and
connecting a caller;
identifying oneself and being
transferred; taking and
leaving messages; requesting
a particular person or
service; scheduling a time to
visit a client

Welcoming a
Newcomer

introducing a new tem member;
introducing one’ s work
environment; introducing the
rules at a company

Small Talk

finding out how someone is
doing; talking to someone you
don’ t know well; talking
about the benefits at a
company

Office Issues

asking for leave; working
overtime and covering shifts;
asking for items that one
needs
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Lesson 1: Meeting |Part A: At Reception 2
for the first time [Part B: Meeting Company
Guests
Part C: Introductions
Lesson 2: Part A: Incoming Calls 2
Telephoning Part B: Outgoing Calls
Part C: Telephone Messages
Part D: Finding the Right
Person
Part E: Making an Appointment
Lesson 3: Part A: A Newcomer 3
Welcoming a Part B: Work Environment and
Newcomer Facilities
Part C: The Company’ s Rules
Lesson 4: Small Part A: Checking on the 3
Talk Newcomer
Part B: Making Conversation
Part C: Company Benefits
Lesson 5: Office Part A: Taking Time Off 3
Issues Part B: Finding a Replacement
Part C: Applying for Office
Suuplies
Lesson 6: Part A: Meeting Preparations 3
Arranging a Part B: A Meeting Notice
Meeting Part C: Making Arrangements
Part D: Meeting Minutes
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%t ¢4 - ALL IN ONE 1 ¥ % ¢ ANC editors
A2 B @ AMC Publishing Company, Taipei, 2012

pull

\Xr

TER P L FE o RE R
Live = Erw*-. 3% ~ Live ABC # F%S‘rié% ~Live ABCE # & 3%
FRRRY A ¢ B (2013 HEHEHE)

Ligflp i,% it * :basic English courses

38 p 4L 1. (%&3%):to help the students increase the language competence of English
and its culture knowledge
2. (#£ 4t ):to help them develop skills for GEPT and other English Proficiency
Test
3. (# 4t ):to help them build intrinsic-motivation learning English through
varieties of interesting activities
4. (H % )to make learning English easy and fun

wH S5
it~
¥ A 3 4 - % ik % 2
Warm Up General Introduction 2 e
Course Description AN L
Requirement Warm Up
Unit 1 Exchanging personal 2-3 RS 4
My First Day information
Successful in college
Simple present tense
EIL pattern: Enclosed is/are
Unit 2 Giving advice 2-3 | I T #EF
Adjusting to a New |Dos and Don’ ts on Your First
Life Day
Imperatives
How to use the EIL pattern
Unit 3 Expressing admiration 2-3 |I¥ T #FF
London Olympics Olympic athletes and their
events
Frequency adverbs
EIL pattern: S ensure that S
V ~
Unit 4 Invitation 2-3 |F R FH
Authentic Food &  |Food from around the world
Drinks Countable & uncountable nouns
Online cooking classes
S offer 0

??y, E# . Ve > . f*\, T —
FOTR = EN iﬁ > HIME K T < -
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Unit 5 Expressing surprise & 2-3 HRLFEF
Strange admiration
Occurrences Can dogs smell cancer?
Comparatives & superlatives
EFL pattern: S V until ~ time
Unit 6 Expressing thanks 2-3  BRAFF
The Young and to build a wardrobe on a
Fashionable budget
Present continuous
To give advice
TR FoHr s e PG
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(1) #%ERHeHA=), 3 *L@;wg FEIR, ARITE,
(2) #BEE 2Ptk HREREE, 3200 ARMITE,

(3) Measurement Systems : Application And Design,
by: Doebelin Ernest 0., Publish: McGraw-Hill, 1990. (* 1Bl F 455)
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ARFLFH (P E L FE - ARER)

L 1feH# wikk *i2ih

2. R sE¥® B2 h

3. C.R.Barret,W.D.Nix and A.S.Teleman “The Principles of Engineering Materials”

LigfLp g i%h*

g p e LGl s bR goie it 7 3 2 el 5 0 URHE RS 6% 2 7
2. (ﬁsb) BEES 5 - 2l > S EFE A T Ao F LR iR
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AP ER B E I FIs L P w R o PR EF L A Eja XfF
FP R EFES 8/ 1/2

x4 2 ALl in One 1 ¥

v
LG B SCLE B
%

TFER G GREPE 6 ¥4 KR A)

A fp &LHa? o1, Preview the lesson. 2. Review the lesson and complete the

38 p 4L 1. (43 ) :grammar, vocabulary, and everyday English expression.
2. (# 4t ):general English skills in listening, speaking, reading, and
writing.
3. (# % ):showing interests in English
4. (H 5 )This class will develop four skills in English learning, reading,
writing, listening, and speaking.

FH A
¥ A 31 3 POE H B % ik % i

Family and To talk about ongoing actions 3

Education in the past.
To talk about accidents and
blackouts.

In the Community To compare two items or 3
groups of items.

Daily Activities To give opinions, and compare 3
three or more things.

Review & Workbook |[Review the previous three 3
units.

Finding a Job To talk about possessions. 3
To talk about sharing.

Aliments and To ask for advice. 3

Injuries To talk about problems and
1ssues.

Success at Work To talk about the future, and 3
predict what will happen.
To discuss what someone will
miss from home.

ayp
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2. BBE LAY
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2. F BRIzl 2T EpE o
3. ARABZTFY o
4. eRmtEz 4o
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(TR B 1. 3 (EAL 1 [Filet® ~ Editi
2.1 27 {E ~ Viewil B ~ Inserti®
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o {,&aufp l.igeze B~ L R4 -84 3 Informationf
2.7 R~ AR A ~ Analysis#
3. W & 2 Aty #7 ~ Line® & ~ Arclf]
% ~ Toolbara £ 71 ~
5 AR 1. g =25 % v 3 Basic Curves & o
2. 78 % gk 2 I RiE A ~ Splinetk i% ~ Studio
3. E AT ~ e | Spline# ists i
4, B~ = 25
S TG o~ EREY ] ARG 22 3 Point Set®:
ikl 2. ARG 2 =5 # ~ Rectangles®
3. A A a5 ~ Polygon % i#
4. Liﬁ’«”’ = g\ A5 ~ Ellipset#slf] ~
R AR W 1. i 5 o S0~ 1 SF D 4 Parabola#s 1~
2831 d AFF A~ A e R 4 ~ Hyperbola g w
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EERAHAE PEN 102 5ER P 1 BY KT
AR R AR Fil i P ow HEC R i Sl LM = F SO 1
FP R EFES B/ 1/2
%t &4 ALl in ONE, English for Global Communication, 1 ¥4 *Ryan
A2 B @ AMC Publishing Company
REIRA (FEPE L FH ARER)

Live ABC (4~ %)

AR AL H a4

Fogp o LG
2. (v ):
3. (v ):
4. (£ 1)

®E5

B~

i 0~ 31 % PE Ow & %4 ¥ i % i
Unit 1 My First |Exchanging Personal 3 October 1, 8, 15
Day Information; (quiz)
Live ABC (Vocabulary, Introduction
Grammar, Listening, Reading) (September 17 & 24)
Unit 2 Adjusting |Giving advice; 3 October 22 & 29,
to a New Life Live ABC (Vocabulary, November 5 (quiz)
Grammar, Listening, Reading) Mid-term Exam
(November 12)
Unit 3 London Expressing admiration 3 November 19 & 26,
Olympics Live ABC (Vocabulary, December 3 (quiz)
Grammar, Listening, Reading)
Unit 4 Authentic Inviting someone to an 2 December 10 & 17
Food and Drinks activity or event;
Live ABC (Vocabulary,
Grammar, Listening, Reading)
Unit 5 Strange Expressing surprise & 3 December 24 & 31,
Occurrences admiration; January 7
Live ABC (Vocabulary, Final Exam (January
Grammar, Listening, Reading) 14)
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2.7k o g 2 5 BriE * 4 ~ Splinet: i ~ Studio
3. E A g W Spline# stk iE
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S TG o~ EREY ] ARG 22 3 Point Set®:
ikl 2. ARG 2 =5 # ~ Rectangles®
3. A A a5 ~ Polygon % i#
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2. (# % ):Develop studens’ reading, writing, speaking, and listening skills.
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life.
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[t"s nice to meet [School clubs: reading ads 2

you! about 3 student clubs

She’ s Thin and Keeping pets: reading about 2

Very Good-Looking |how pets are important in

people’ s lives
Let’ s Buy Two Look before you eat: reading 2
Pieces about expiration dates on

food and medicine
Do You Like Action |Weekend listing: reading 3
Movies? about several entertainment
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Basic Conversation Patterns

Author: Andrew E. Bennett
Crane Publishing Ltd.

L3P A H a4 None

#cw p e 1. (4r@):To increase students’ vocabulary.
2. (# 4% ):To enhance reading speed, comprehension and skills.
3. (# it ):To motivate the students to move beyond passive reading.

4. (# 5 )Students are expected to read at a higher level of English after

the course.
wH 5
KH =~ B
g ~ 1 A I % ¥ # x
Introduction Course Description 1
[t’s nice to meet [Greeting people; 2
you asking about nationalities,
schools & majors
She’ s thin and Describing appearances and 3
very good-looking |personalities; talking about
occupations
Let’ s buy tow Buying food, groceries, 3
pleces clothing and addcssories;
bargaining for a lower price
Do you like action | Talking about leisure 3
movies? activities; discussing

different types of
entertainment; amking plans

I'm surfing the Talking about the internet, 3

net and other technologies;

discussing functions of

electronic products
Is 1t winter now |Talking about the weather and 3
in Australia? four seasons; teaching

students about the adjectives
to describe weather patterns
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