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

I have designed this presentation class for 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 CD for each student. I have designed this course for Advanced English students.  The International Business Presentation courses I teach at Hanyang Graduate School of International Studies and to Korean Upper management/CEOs are organized into three levels, each semester long courses. This is the first level syllabus. My Business English Conversation classes are also organized into three semester (12-16 week) long courses. I look forward to meeting you this coming Friday March 21, 2003 in Gangnam.  I also propose to teach this International Business Presentations class to the two CEOs. This class will need access to a multi media room to videotape presentations and watch presentations. I also need access to a copy machine and Internet access at the corporate HQ. Please distribute this syllabus to the students before class.

Course Book: Communicating in Business, A short Course for Business English Students Simon Sweeney, Cambridge University Press 2000. 

Course Goal: This is an introductory Level course on Business Presentations in English. The course goal is to help you gain confidence, fluency and poise in making international business presentations and becoming an effective communicator during business meetings.

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

Class 2: Unit 1 “Building a relationship” Discuss Verbal Presentation #1 “Describe my Job”.

Class 3: Turn in your resume. Presentation #1: “Describing My Job”.

Class 4: Review Personal Development Plan. Review Video Taping Student’s Verbal Presentation #1. Unit 2: Culture and Entertainment Discuss Verbal Presentation #2 My Partner’s Hobby.
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Class 5: Unit 3 Could I leave a message? Review resumes again. Verbal Presentation #2 My Partner’s Hobby.

Class 6: Unit 4 Good to hear from you again! Watch video of Verbal Presentation #2

Class 7: Unit 5 “Unfortunately There’s a Problem”. 

Class 8: Unit 10 Making meetings effective. Discuss Verbal Presentation #3 “My Best Friend”
Class 9: Unit 11 “Sorry to Interrupt”. Verbal Presentation #3 “My Best Friend”.

Class 10: Review Business Meetings chapters. Make up missed Verbal Presentations. Watch video of verbal presentation #3

Class 11: Unit 12 “What do you mean by…” Class 12: Unit 6 Presentations: Planning and getting started. Discuss Verbal Presentation #4 “My Department’s existing project.”
Class 13: Unit 7 The Middle of a Presentation Verbal Presentation #4 “My Department’s existing project.”
Class 14: Unit 8 The end is near… this is the End. Watch Verbal Presentation #4 “My Department’s existing project.”
Class 15: Review Presentation Chapters. 

Class 16: Review Presentation Chapters. Make up for missed Verbal Presentations. Discuss Verbal Presentation #5 “Presenting a request for a budget increase.

Class 17: Verbal Presentation #5 “Presenting a request for a budget increase.”
Class 18: Watch Verbal Presentation #5 “Presenting a request for a budget increase.”
Class 19: Discuss Verbal Presentation #6 “Presenting a request for new Computers.”
Class 20: Verbal Presentation #6 Presenting a request for new Computers.

Class 21: Watch Verbal Presentation #6 “Presenting a request for new Computers.” Discuss Verbal Presentation #7 “Describe a new Product/Service in My department

Class 22: Verbal Presentation #7 “Describe a new Product/Service in My department

Class 23: Watch Verbal Presentation #7. Make up Verbal Presentations. Verbal Presentation #8 “Describe my Job”
Class 24: Course Summary and Student Evaluation. Student Evaluation of Course. Review Student’s Personal Development Plan. Discuss Presentations Course Level 2.

