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This course material is based primary on the text book “Effective Meetings” Oxford Business Skills series, Jeremy Comfort, 1996.  Using this Oxford book and video and class recordings of your Meetings, you will learn the key practical English business Meeting skills that I use tutoring European, Latin American, Creole and Asian business managers, directors and CEOs. This text has both good and bad examples of various segments of business meetings.  The bad examples will help you avoid many common mistakes.  This class is designed to give you basic and essential business and academic Meeting skills necessary for you to effectively participate in English Business and Academic meetings. These practical Business and Academic English skills will make you more desirable to International business to employers and more eligible for overseas education and conference Meetings.  Before the first class, fill out the Student Introduction Sheet, select an English name, make a name sign and establish a Hotmail or Gmail account. Pick an International English name before class www.babynames.com. Some students may want to adopt gender appropriate names from the actors in this text.  Come to the first class prepared to make a short one minute English introduction of yourself, your family, hobbies, nick names, parents’ jobs, high school achievements, your talents, travels, fear and dreams. You can read from your Self Introduction sheet. Turn in your introduction sheet to Professor Dave Jaye after your presentation. It is recommended, but not necessary for you to take Professor Dave Jaye’s English Business Presentations class first, as a prerequisite to taking this English Meetings Class.
Before each class, read the assigned Chapter’s video narrative (at the end of the book), watch the video, read the chapter out loud and complete the non audio cassette Chapter questions.  We will discuss and view the text videotape during class. I will check if you completed the Chapter homework before class. I recommend you watch the Video tape and read the Effective Meetings book video transcripts frequently. If possible, watch the video one time with the audio on mute. Class grading will be 10% Homework, 10%, class presentations. 20% Mid Term, 24% Final, 10% class participation, 13%, Class attendance, 13% team attendance. Office hours will be announced during class and by appointment.
Week 1: Introductions, each student will make Meeting 1 “Self Introduction” for a baseline evaluation. Discuss Course Syllabus; discuss Personal Development Plan and Meeting Evaluation forms. Confidence exercises. Discuss eye contact, no minimizing, no apologies and differences between East and West in Meetings.  We will discuss English first names, class conduct, respect shown for each other and Western business and academic professionalism.  Be prepared to sit next to a different student each class week.  
Students will elect a Class President who will assist me with the class.  The Class President candidates will make up to a 2 minute presentation in both in Mandarin and English. President candidates must first email and then talk to me about their English proficiency, the benefits (President and Vice President get an A+ grade and the option to not take the midterm) and responsibilities of being a Class President.  The Class President, and Vice President (VP) in his absence, conducts weekly attendance with my I Pad, translates student concerns, records receiving proof of team weekly meetings, operates my digital camera, takes and organizes class photos of students, monitors the ban on cell phones in class and attends the Class Presidents’ weekly Planning lunch I will host near the School Cafeteria and pay for to give me feedback and discuss ways to improve the class.  It is optional for the VP to attend weekly Planning lunches but mandatory if the Class President is absent.  The Class President must email me and the Class VP 24 hours in advance if he cannot attend the weekly Class Presidents’ Planning lunch. 

Students must read the video transcripts and complete the non audio chapter exercises before each class! Students will select a Team Name, Team Captain, weekly meeting time and place, meet weekly before class, take a group photo with a cell phone and will email this group photo to the Class President. During this team meeting time, you will review the video, complete the homework and discuss the homework and assignments. Group questions will be initially emailed to the Professor.  As soon as a “Chat room” is set up, teams must post questions to the chat board so common questions and answers can benefit all students. One team member should be assigned to search “YouTube” for good examples of meetings.  One team member should be assigned note taker.  One team member is assigned PowerPoint leader.  Each student needs to perform as both a Chairperson and participant asking polite and impolite questions for the final Meeting Project.
This class needs a Student webmaster, skilled and suitably proficient in English. With the agreement of the Class President, I will select a student webmaster will maintain the class website and class discussion board.  A class photo, team photo and Team PowerPoint Final Presentation will be posted on the class website.  The class website will have links to appropriate and helpful reference materials and YouTube videos approved by Professor Dave Jaye.  The Webmaster will receive an A+ or another high class grade, conditioned on the quality of their class web work. The Webmaster will join the President’s weekly luncheon on Week 3 and Week 12 and additional President Planning Luncheons if decided necessary by Professor Dave Jaye.

If time permits we will watch Chapter 1, “Why are we here?” and discuss homework.
Week 2 Effective Meetings Book and Video tape Chapter 1 “Why are we here?” 
Meeting 1 Topic, “Should the School purchase High Speed Printer/Scanners?” Introduce Brain Storming, prioritizing and making a “Start up sheet” and meeting Evaluation Sheet.  Discussion of using proper business English language, idioms, speed and pausing. Using the right kind of language and visual aids, body language.
Week 3 Who is my audience? Chapter 2 “Where do we start?”  
Discuss personal development plan. Discuss Meeting 1 “Should the School purchase High Speed Printer/Scanners” Each Team conducts a meeting using the phrases from Chapter 2.  Students rotate being committee Chairman and committee members.
Week 3  Review of teams’ Brain Storming, Start up Sheets and Personal Development Plans. Chapter 2 “Where are we going?”
Week 4: Chapter 5 “Visual Aids” Verbal Meeting #2 “My Dream Job”.  Classroom evaluation of students’ Meetings.  
Week 5: and Chapter 6 “Body Language”.  Verbal Meeting #2 “My Dream Job”.  Classroom evaluation of students’ Meetings.  
Week 6:.  Introduction of Mid Term. Why the University should buy each student a lap top, cell phone, over seas vacation, car, motor bike, business internship, tutor, business outfits, digital camera, Video camera, MPC Player, etc.  Discussion of Meeting Evaluation Forms.
Week 7. Videotape Mid Term Why the University should buy each student a “   “.  Students will be assigned a non team member to evaluate their Meeting.
Week 8: Review Midterm tape and non team member evaluations. Chapter 7 “Finishing Off”.
Week 9: Chapter 8 “Question Time” Practice asking polite and impolite questions to volunteer presenters.  This is a makeup opportunity and extra credit opportunity for volunteer presenters who want to improve their midterm performance and/or missed previous classes.  I will randomly ask students to ask polite and impolite questions about the volunteer student’s Meetings.  This will help students focus on other student’s Meetings.  I will assign each team a controversial topic to compose two polite and two impolite questions to a rival team.  
Week 10:  Chapter 9 “Putting It All together”.  Discussion of Meetings to hostile audiences.  Practice asking polite and impolite questions to volunteer presenters.  This is a makeup opportunity and extra credit opportunity for volunteer presenters who want to improve their midterm performance and/or missed previous classes. Should we increase student fees, cafeteria prices, school days, number of classes, length of classes? Should we require the library be open on Sundays and until 1am, ban smoking, end dorm curfew, require student uniforms, allow 10% students from other Asian countries, 
Week 11:  Introduction of Final Exam Meeting. “Why is a big ticket item Chinese product superior?”  For example, car, computer, ship, employee candidate, vacation, business investment park, investment apartment building, appliance, TV, Solar panel, windmill, plane, rocket, etc.
Week 12:  Review of Chapters 2-5.  Review Meeting Evaluation Forms.  Practice Meetings.  Students who volunteer to make Meetings will be given extra credit. 
Week 13:  Review of Chapters 6-9.  Review Meeting Evaluation Forms.  Practice Meetings.  Students who volunteer to make Meetings will be given extra credit. Final Exam Meeting scheduling assignments
Week 14:  Final Exam Meetings.  

Note:  Controversial topics may include items like, Smoking and spitting in publics should be fined with 100 Yuan per incident  The Library should be opened on weekends and evenings until 1am.  Students should pay higher University fees for more computer access and higher speed.  Curfews should be ended for students over 18.  Factories should be fined for each liter of liquid pollution, kilo of solid pollution and MG of air pollution they generate at the same level as polluters in Europe, Japan and USA.  Taxes on cigarettes should be increased to by 20 Yuan a pack.  All university classes should be taught in English.
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