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This class, if successfully completed, will give students the skills they need to create business writing such
as e—mail in English. Moreover, the goal for this class is ensure that students have the writing skills to

BRER complete all their English—language corse work efficiently and make use of their writing skills on their future
occupations.
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OO0 |0 To enable students to become fluent and accurate writers of English
S EE Ol0|0 To strengthen the skills in business writing
€:b=4=E: ) OO0 To develop students’ ability to write both logically and expressively

TERR - l'email English] by MACMILLAN ( subject to change )
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1 |Introduction to the class, writing level check in class Students will be required to read a chapter of the
textbook each week before the class.
9 Opening and closing—Write middle paragraphs for two emails, using the beginnings + endings from the unit
in Email English.
3 |Giving news—Write an email to a colleague or friend giving some recent news .
4 |Information, action, help—Write two emails: the first asking for information; the second asking for action.
5 |Internal messages—Write an ‘internal message’ email.
6 |Attachments—Write three very short emails referring to attachments.
7 Arranging a meeting-Write two emails: the first trying to arrange a meeting; the second responding to somebody else
ﬁ%ﬂ'@ who is trying to meet with you.
L 8 Invitations and directions—Write three emails: the first inviting somebody to a meeting or event; the second and third
responding to somebody else who is inviting you.
9 Negotiating a project—Write two emails: the first to a freelancer/small company asking them to work with you on a
particular job; the second a reply to a partner about a different job, in which you take the role of a freelancer/small
10 Checking understanding—Write two emails: the first one vague and not very clear; the second one responding to an
email that you receive that is also not very clear.
11 |Complaints—Write a ‘complaints’ email.
12 |Apologies—Write an ‘apology’ email.
13 Report structure and key phrases—Write a short report as an
email.
14 Linking words and relative clauses—Write a short report as an email, using linking words and relative clauses from the
unit in Email English.
15 |Editing your email messages as in—class exam

Students evaluation: (1) Writing Test — 50% (2) Class participation — 25% (3) Attendance — 25 %
The scoring scheme is: S (90 and above); A (80789); B (70779); C (60769); D (59 and below)
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Disruption of class such as chatting, using phones, sleepig, etc. will not be tolerated. Students will not
receive a grade if they miss more than 5 classes.
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Subject Name | Qraduation Report
Sﬁeﬁn‘; (Afgve Graduation Report

B3 4 =L L 60 FEEE Ian Dagnall, Jason

Credits Hours Instructor Heliopoulos, Keith Kelly
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Year Semester Career in Subject
Area

REEHFE

International Business 2

Remarks

Class
BEEE 1. Raise students’ English public speaking proficiency
Subject 2. Increase students’ awareness of current events and social issues
Des rJI ‘t;ion 3. Prepare contestants for the Aso Speech Contest and the Tokyo National Vocational School English
orip Speech Contest
| | Ex HE: = . ‘ _ 23k .
Class Format |Lecture A Practice = =8 X EBHE:O oA
sugE 7% | B | an | om T00 B4% Targets
(BIEBE) ©) (@] Raise students’ English public speaking proficiency
Specific O O Increase students’ awareness of current events and social issues
Ta;gztssln O|0|0 |0 Prepare contestants for local and national speech contests
TX¥XR-BH
Teikfs'and Handouts and PowerPoint explanation on how to write a speech
References
B REIFH WA Topics and Contents BN PIEIETR Preparation and Review
1 |Introduction to class none
2 |Make Powerpoint for speech Brainstorm ideas for speech
3 |Make Powerpoint for speech Complete unfinished tasks outside class
4 |Make Powerpoint for speech Complete unfinished tasks outside class
5 |Make Powerpoint for speech Complete unfinished tasks outside class
6 |Make Powerpoint for speech Complete unfinished tasks outside class
7 |Practce, feedback and editing Complete unfinished tasks outside class
8 |Presentations Complete unfinished tasks outside class
9 |Presentations Complete unfinished tasks outside class
10 |Presentations Complete unfinished tasks outside class
11 |Aso Speech Contest Complete unfinished tasks outside class
12 |Choose topic for 2nd presentation and start research Complete unfinished tasks outside class
13 |Research and writing Complete unfinished tasks outside class
SRR 14 |Research and writing Complete unfinished tasks outside class
el it Gomplete unfinished tasks outside cl
15 |Research and writing omplete unfinished tasks outside class
Schedules and
Contents 16 |Research and writing Complete unfinished tasks outside class
17 |Research and writing Complete unfinished tasks outside class
18 |Make presentation powerpoint Memeorize speech
19 |Make presentation powerpoint Memeorize speech
20 |Make presentation powerpoint Memeorize speech
21 |Make presentation powerpoint Memeorize speech
22 |Make presentation powerpoint Memeorize speech
23 |Practice, feedback and editing Memeorize speech
24 |Practice, feedback and editing Memeorize speech
25 |Practice, feedback and editing Memeorize speech
26 |Practice, feedback and editing Memeorize speech
27 |Presentations and Q&A Memeorize speech
28 |Presentations and Q&A Memeorize speech
29 |Presentations and Q&A Memeorize speech
30 |Presentations and Q&A Memeorize speech
Students evaluation: (1) Speech/Test — 50% (2) Class participation — 25% (3) Attendance — 25 %
The scoring scheme is: S (90 and above); A (80789); B (70779); C (60769); D (59 and below)
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Assessment Info. Skills Skills gerness Assessment
Method TEMER Semester End
Exam
INT Rk In—class Tasks O (@] le) 50%
TERE-LAR—bk
Assignment/Report
FEXRTFan
Presentation/Waorks o o o 50%
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Students will not receive a grade if they miss more than 10 classes.
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Subject Name | OPe€aking Skills II B
#EA G . .
Same as Above Speaking Skills IIB
Bir# 4 R 18 60 HLE Andy Highcock, Scott
Credits Hours Instructor Newby Keith Kelly
%ﬁ?ﬂ#&ﬁ
HEE
RIEFE 2019 ?Eﬁﬂ#%ﬁ % Instructor with O
Year emester Career in Subject
Area
L E S International Business 2
Class
BENE 1. Raise students’ English proficiency
Subject 2. Give students more confidence in using English
Description 3. English skills for living abroad, work and proficiency tests
EEBK EE: EE: o5 - . .
o R : - by (A
Class Format |Lecture Practice X8 R X EHAEEO ZTOfh
i | e | e | ma TR B4Z Targets
Hm R e O|l0|0O Raise students’ English proficiency
ko ] ; - - - -
(“S“EE_F*’*) (ORNG) Give students more confidence in using English
pPeEecITiC : : - —
Targets in O O English skills for living abroad, work and proficiency tests
Focus
TEXFBH
7] ==
Tef&fo!s-and Speakout Elementary Book 2
References
EE IZEIEH WA Topics and Contents B E 5 22{EFER Preparation and Review
1 |Summer Holidays none
2 (10.1 none
3 102 none
4 |Teacher's Lesson none
5 (10.3 Preview lesson materials
6 |Halloween Prep Preview lesson materials and review previous lesson
7 |Halloween Lesson Review previous lesson
8 |104 Preview lesson materials and review previous lesson
9 |Halloween Lesson Preview lesson materials and review previous lesson
10 1105 Review previous lesson
11 |Halloween Lesson Preview lesson materials and review previous lesson
12 1111 Review previous lesson
13 111.2 Preview lesson materials and review previous lesson
- Preview lesson materials and review previous lesson
BxetE | 14113
Class Review previous lesson
Schedules and 15114
Contents 16 |Christmas Prep Preview lesson materials and review previous lesson
171115 Preview lesson materials and review previous lesson
18 [12.1 Review previous lesson
19 |Christmas Lesson / 12.2 Preview lesson materials and review previous lesson
20 112.3 Review previous lesson
21 |Christmas Lesson Preview lesson materials and review previous lesson
22 [12.4 Preview lesson materials and review previous lesson
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Review previous lesson

23 |Christmas Lesson
24 1125 Preview lesson materials and review previous lesson
25 |Teacher's Lesson Preview lesson materials and review previous lesson

Review previous lesson

26 | Teacher's lesson

27 |Writing a CV Preview lesson materials and review previous lesson
. Review previous lesson

28 |Writing a Cover Letter P

29

Speaking Test Practice

Review previous material

30

Speaking Test Practice

Review previous material

Students evaluation: (1) Test — 50% (2) Class participation — 25% (3) Attendance — 25 %
The scoring scheme is: S (90 and above); A (80789); B (70779); C (60769); D (59 and below)
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Students will not receive a grade if they miss more than 10 classes.
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