August 12, 2003
Advanced Business English Skills, Hanyang Graduate School of International Studies Professor Dave Jaye davejaye55@hotmail.com 019-807-9024. Tuesdays 10am to 12:50pm.

I will teach Effective Telephoning and Effective Meetings techniques from the Oxford Business Skills series, Jeremy Comfort, 2000.  Using the Oxford book, video and audio tape, I will teach the key practical English business meeting, business writing and phone skills that I use tutoring Korean business managers, directors and CEOs. This seminar is designed to give you basic and essential business office skills necessary for you to effectively participate in English Business or Governmental meetings in an International office. You already have high English language skills and knowledge of American culture. These practical business English skills will make you more desirable to International business employers.  Before the first class, please read Chapter 1 of Effective Phoning and the tape scripts in the back of the Effective Telephoning book, which will be left with the Executive Assistants in the GSIS administration office on the 6th floor. You must complete the audiotape homework before each class. We will discuss and view the videotape during class. I urge you however, to complete the videotape homework before class.

Your grade is based 10% on class attendance, 10% email follow up letters, your 2nd try resume, business card and cover letter, 10% on your CEO presentation, 25% on class participation, 20% on your midterm and 25% on your final exam.

 

Week 1: Turn in your resume. Ask 2nd year American studies students for copies of their resumes, cover letters and business cards. Class introductions. Election of class President. Introduction of textbooks. Discuss CEO executive summary student presentation. Effective Telephoning: Chapter 1 First Contacts.  Discussion of Email follow up letters.

Week 2: Chapter 2 explaining the purpose of the phone call. Effective Telephoning Chapter 3 An Unexpected Call. Email follow up letters. Turn in your resume and business card with a photo for a grade.
Week 3: Telephoning Chapter 4 What’s the message? Telephoning Chapter 5: Handling Information. Email follow up letters. Typical interview questions and good answers. Students CEO executive summary presentation.
Week 4: Telephoning Chapter 6: Communication Break Down. Telephoning Chapter 7: Making Plans. Email follow up letters. Students CEO executive summary presentation. Complex interview questions and good answers.
Week 5: Telephoning Chapter 8 Solving problems. Telephoning Chapter 10 Closing the call. Email follow up letters. Students CEO executive summary presentations.  Cover letter introduction. Researching company web pages and business newspaper searches.
Week 6: Chapter 9 Handling complaints. Techniques to handle hostile phone calls. Customer service phone techniques. Email follow up letters. Students CEO executive summary presentation. Turn in your cover letter for a grade.
Week 7: Review Telephoning chapters 1-10. Practice for Midterm. 
Week 8: Midterm Mock interview. All students must perform as both the candidate and decision maker. You interview with the Company CEO you researched and made a class presentation about. The midterm will hopefully be video taped.

Week 9: Effective Meetings, Oxford Series Chapter 1 Why are we here? Meetings Chapter 2, Where do we start? Email follow up letters.

Week 10: Meetings Chapter 3 Where are we going? View and discuss midterm video tape. Email follow up letters.

Week 11: Meetings Chapter 4 Your views count. Small Groups Practice: Should we purchase new computers for our Department? Email follow up letters.

Week 12: Meetings Chapter 5 Keeping to the point. Small Group Test: Should we purchase new computers for our Department? Email follow up letters.

Week 13: Meetings Chapter 6 What’s the idea? Oxford Chapter 7 Making Decisions. Small group Practice: Should we spend more money on English language training and advertising during tough economic times? Email follow up letters.

Week 14: Oxford Chapter 8 What’s next? Email follow up letters. Small Group test: Should we spend more money on English language training and advertising during tough economic times?
Week 15: Review of Meetings Chapters 1-8 Small Group practice: Should we open a sales office in Korea during tough economic times? Email follow up letters.

Week 16: Final Exam Small Group Presentations: Should we open a sales office in Korea during tough economic times?

