July 2012
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FR: Professor Dave Jaye success55@hotmail.com
RE: International Business English Level One Syllabus p. 1/2

I have designed this Business English class for intermediate to advanced students. I need a copy of the Student’s book and Teachers’ Book. Please have the attendance forms ready for this class. Please include the book’s CD for each student. I have designed this course for Advanced English students.  The International Business English courses I teach at Hanyang Graduate School of International Studies and to Korean Upper Management/CEOs are organized into three levels, each a semester long course. This is the first level syllabus. I have a second and third level Business English Courses. My Business English Conversation classes are also organized into three semester (12-16 week) long courses.  I also propose to teach this International Business Presentations class to CEOs who have beginner level English skills. I will need access to a copy machine and Internet at the Company HQ.  Please email this syllabus to the students before the first class.

Course Book: Handshake: A course in Communication. By Peter Viney and Karen Viney. Oxford Press Seventh Impression 2002.

Course Goal: This is an introductory Level course on International Business in English. The course goal is to help you gain confidence, fluency and poise in English Business emails, reports, memos, phone calls, travel, business socializing, making business presentations and becoming an effective communicator during business meetings. 

Class 1: Introductions, discuss Course Syllabus, discuss Personal Development Plan, discuss Resumes.

Class 2: “Introductory Unit” Discuss Verbal Presentation #1 “Describe my Job”.

Class 3: Turn in your resume. 

Class 4: Presentation #1: “Describing My Job”.

Class 5: Review Personal Development Plan. 

Class 6: Unit 1 Openings and Closings 

Class 7: Discuss Verbal Presentation #2 My Partner’s Hobby.

Class 8: Review resumes again. Verbal Presentation #2 My Partner’s Hobby.

Class 9: Unit 2 Non verbal Communication

Class 10: Unit #3 Exchanging Information

Class 11: Discuss Verbal Presentation #3 “My Best Friend” 
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Class 12: Review Office English Memos

Class 13: Verbal Presentation #3 “My Best Friend”.

Class 14: Unit 4 Social Interaction. 

Class 15: Make up missed Verbal Presentations.

Class 16: Discuss Verbal Presentation #4 “My Department’s existing project.” 

Class 17: Review Office English Reports

Class 18: Verbal Presentation #4 “My Department’s existing project.”
Class 19: Unit 5 Conversation strategies

Class 20: Discuss Presentation #5 Ordering food at an American restaurant
Class 21: Presentation #5 Ordering food at an American restaurant
Class 22: Review Units 1-5. 

Class 23: Make up for missed Verbal Presentations. 

Class 24: Unit 6 Presentations

Class 25: Unit 6 Presentations continued

Class 26: Discuss Business Emails, spell check, MS Word

Class 27: Unit 7 Expressing Feelings

Class 28: Discuss Verbal Presentation #6 Introducing a guest to your Department

Class 29: Verbal Presentation #6 Introducing a guest to your Department

Class 30: Unit 8 Case Study

Class 31: Introduce Verbal Presentation #7 “Describe a new Product/Service in My department

Class 32: Verbal Presentation #7 “Describe a new Product/Service in My department 

Class 33: Make up Verbal Presentations. Verbal Presentation #8 “Describe my Job”
Class 34: Review Units 6-8

Class 35: Review Student’s Personal Development Plan Accomplishments

Class 36: Course Summary and Student Evaluation. Student Evaluation of Course. Discuss Business English Course Level 2.

