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The course 1s designed to increase students' four English skills:

listening, speaking, reading and writing. The topics are related to

activities of daily living which can increase their motivation in

learning English. Also, Through effective and appropriate materials

and methods, students are expected to be equipped with the abilities

to apply English knowledge into real working situation, as well as

acquire more understandings on world and global issues.
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Introduction

Unit 1

Meeting for the First
Time

Greeting visitors
Making visitors feel
welcome

Making introductions
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Unit 2
Telephoning

+ Answering the phone and
connecting a caller

Identifying oneself and

being transferred

¢ Taking and leaving
messages

+ Requesting a particular
person or service

Unit 3
Small Talk

Finding out how someone
is doing

Talking to someone you
don’t know well.

Talking about the benefits
at a company

Unit4
Office Issues

Asking for leave
Working overtime and
covering shifts

Asking for items that one
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needs

Review Unit 1-4

Mid-term

Unit 5
Arranging a Meeting

Writing a meeting notice
Reserving a meeting space
and supplies

Writing the meeting
minutes

Unit 6
Receiving Foreign
Guests

Picking up a visitor
Checking in at a hotel
Showing a visitor around
one’s city

Thinking about decisions

unit 7 Talking about easy and
Studying Abroad difficult things
Unit 8 Talking about hazards

Global Environmental
Issue

Talking about
responsibility

Unit 9
International VVolunteer
Work

Discussing possibility
Giving encouragement

Review Unit 5-9

Final Exam
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