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Course Description:

This is an introductory course designed for upper-intermediate and advanced level non-native speakers of English who are considering pursuing employment and/or training in a business field. The course teaches students the basic communication skills frequently required in everyday business interactions both in the U.S. and internationally. 
Course Objectives:
This course will:

· present  business communication approaches, techniques and strategies in both spoken and written English commonly encountered in a variety business interactions;
· use video, computer presentations, and visitors to present key concepts related to good business English communication skills;
· present vocabulary and phrases commonly used in interacting with coworkers, customers and supervisors;

· provide speaking and listening practice through role play, pair work, group work and class discussion;

· teach grammatical structures as needed;
· model correct use of English.

Student Learning Outcomes:
Upon successful completion of this course, students will be able to:
· communicate effectively with coworkers, customers, clients and supervisors both verbally and in writing for a variety of common business situations;
· open and close an interaction using culturally appropriate phrases;

· ask for clarification and respond to requests for information;

· deal with errors and criticism related to the job;
· talk about personal qualifications and experiences;

· evaluate performance of self and others;

· talk about different shipping methods and related problems; 
· demonstrate how to place orders for goods; 

· decipher basic financial reports and charts;
·  conduct brief presentations.
Length of Course:
33 hours/term

Grading Method:
Pass/No pass

Prerequisites:
Student Performance Level 6 as determined by the BEST Plus and Functional Writing Assessment (FWA) score of 3.
Required Text:
Business Explorer 3, Gareth Knight and Mark O’Neil, Cambridge University Press
Major Topic Outline

1. Telephone communication
2. Politeness in written English
3.  Corporate image, culture and success
4. Asking for, giving and refusing permission
5. Delegating tasks
6. Dealing with criticism
7. Personal qualifications and experience
8. Reading business news
9. Planning schedules and projects
10. Trade and commerce
11. Finance and accounting

12. Giving presentations
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