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Pre-requisite courses

Students are expected to have an intermediate level of English proficiency prior to
enrolling in this course.
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Learning Objective

By the end of the course, students can:

1. Communicate effectively in professional settings.

2. Write clear, concise, and impactful business documents.

3. Deliver professional presentations with confidence.

4. Collaborate effectively in teams on business projects.

5. Develop critical thinking and problem-solving skills in global finance contexts.
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Course Descriptions

This course develops effective English communication skills for business and
finance professionals. Students will practice writing, speaking, listening, and
presenting in business contexts. The course emphasizes practical skills through
lectures, role-plays, group activities, video analysis, and presentations.
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Textbook: Thill, J. V., and Bovee, C. L. (2023). Excellence in Business Communication. Pearson.

Textbooks/References
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Other description This course explores English for Business Communication in an interactive and engaging

environment. All students are welcome, and [ am committed to sharing my experiences and
supporting your learning. Unconventional ideas are encouraged, and I am happy to assist with any
academic or personal questions.

However, this course may not suit you if you frequently arrive late, leave early, engage only with
your laptop or phone, or dismiss classmates' ideas. Active participation is essential for effective
learning. Preparing before class enhances discussion and deepens understanding; therefore, I
encourage you to study in advance.

Participation goes beyond attendance—it entails staying focused, avoiding distractions such as
web browsing or messaging, and contributing thoughtfully to discussions. Your engagement
enriches the learning experience for everyone. To maintain a respectful learning environment, please
keep cell phones silent or turned off during class. Thank you for your cooperation and commitment.
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1. 02/25 | Introduction

2. 03/04 | Interpersonal Communication Skills Chapter 2

3. 03/11 | Collaboration and Business Etiquette Chapter 3

4. 03/18 f/{(;ﬁ(r;lg;;aetion Challenges in a Diverse, Global Chapter 4 Case 1

5. 03/25 | Planning Business Messages Chapter 5 Case 2

6. 04/01 | Writing Business Messages Chapter 6 Case 3

7. 04/08 | No class

8. 04/15 | Completing Business Messages Chapter 7 Case 4

9. 04/22 | Crafting Messages for Digital Channels Chapter 8 Case 5

10. | 04/29 | Writing Routine and Positive Messages Chapter 9 Case 6

11. | 05/06 | Writing Negative and Persuasive Messages Chapters 10 & 11  |[Case 7

12. | 05/13 |Planning Reports and Proposals Chapter 12 Case 8

13. | 05/20 | Writing and Completing Reports and Proposals Chapter 13 Case 9

14. | 05/27 |Preparing and Delivering Business Presentations Chapter 14 Case 10

15. | 06/03 |Building Careers and Writing Résumés Chapter 15 Case 11

16 06/10 | Applying and Interviewing for Employment Chapter 16 Case 12

17 06/17 | Final group presentation

18 06/24 | Final Term Project Report Due




