Course Syllabus
General English Education (Required course for freshmen), 2021 Spring@CLS

Course # Instructor Chia-chia Lee

spigmyy | 110223102 s | FEX

Course Title | English Communication Skills (Integrated Skills) Semester 2021 Spring

FFHH 241 JEREE (BEHETT) - EREAR (Feb. 22, 2021~June 25, 2021)
Class Hours ) ) Classroom Room 226 CLS

gy | 16110718:00 Mon FiumEs | R 226 Fs

Credit Hours . ..

2558 2 credits (i@z% 2 247) E-mail clcjji[at]ccu.edu.tw

Web Page http://cls.ccu.edu.tw/ (FEZH.0)) Office Hours AOAS- 4
PR H http:/ecourse2.ccu.edu.tw (1 IF AKEEERFZFE5) RSN EL 10:00-12:00 Wed (£5:774Y)

F—H R BRI NER (SRR 2% ) » AEREFHER LR

1. Course Level/ ZEFHBEREE

Students ready for integrated skills (with a focus on

speaking & writing) WREREE ROy, A
2. Course Objectives/z3f2 H &

This course will help students... AR BEE ...

1. develop key concepts in the business world through 1. HBRAE H B EER G 5S oS AH R £
authentic listening and reading texts in English

2. develop interactive communication skills in English in 2. BEESEE RIS SR EE R G 8 ERTY

w

global communication or business contexts.
BB IR I T R E VB /RS

3. develop business English writing skills to effectively

communicate in global business contexts.
4. integrate business communication skills in English to 4. BEAEFEBER Y BSOS e H R 2
deal with business dilemma.

3. Learning Outcomes/EE 3%

By the end of the semester, course takers will be able BREAER  EREgEE...
to...

1. use a wider range of workplace vocabulary and o [HFHEERE R MG RS e Ky FHEE
expressions in English

2. take notes on workplace listening and writing o SHEEERE IR MRS i R s R T TEE
passages in English Ec||ES

3. initiate and respond with effective interactive . F“ Bk E Rk E”’“ID /%L&IGBADHE?%W :
communication skills in English for presentations, s - BEREE - HE L TR
attending meetings, telephoning, negotiating, and
socializing.

4.  write business correspondence in English for a variety | o J"é FEERTGNEERE R MBS EE > 1= -
of purposes from messages and notes, emails, FTEM - B EES
memos, to letters.

5. use English to summarize/report main ideas and o IHEESRA-RRIEEN B EEEL > W B R B A A
critically analyze key concepts to solve workplace s LR [ ZE R R
problems

6. develop integrated communication skills to analyze
cases and make decisions.

&P Rl R S RO T T B R T L TR

4. Method of Instruction/fZ:& 5=,

1. Lecturing 1. BREER
2. Individual practice & group work 2. [ERI4EE B/ NHIEE)
3. Learning tasks (Speaking & writing) 3. EEFHES (HIREEE)

5. Course Materials/ZRfEE 41
Johnson, C. (2006). Intelligent Business Skills BooKk. Pearson Education.

6. Course Policies and Requirements/zRf2EEK

1. Attendance: It is required to attend and participate in each 1. HE: ;%E%ijﬁ?iﬁ;%jfaﬁgﬁ;%ﬁﬁ;ﬁiﬁ;ﬁib TR
class meetings. The final score will be deducted for each Fg@gf%ﬁjﬁg&ﬁﬁ/,\mgﬁ ERIR b M4 [E]
absence and no make-up quizzes or exams will be given. o /N B SR B o

2. Class Etiquette: Turn off your cell phones during class 2. %z EEE  EEEG RS EE S E PR A
ABSOLUTELY and leave cell phones in the personal bags FEZS o FRONHEST FHET AN - HEZ =T His EfE
put in the classroom closets. N o B ROHIBREY NE AR AT o
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3. Food/drink: Do not bring food/drink into the classroom. 3. BEWIIEE : HENZEILERE - BYIIEEESBUES =SS

ZBYIE -
7. Grading 5t &
Grading FEEE Percent
1. Attendance 1. HEXR 18%
2. Participation 2. RiEsH 12%
3. Placement test 3. Mg 2%
4. Learning tasks & Assignments 4. FREMIZOEE) -~ (F 30%
5. Midterm exam 5. HipE 15%
6. Final Project 6. HIR#EE 8%
7. Final exam 7. HIRE 10%
8. English Proficiency Test 8. BizERESIEE 5%
9. Bonus 9.  SIRAMERE Bonus 1-5 43
8. Available Support Service/FREEE R
* BBC: English at Work http://lwww.bbc.co.uk/learningenglish/english/features/english-at-work
* EnglishCentral https://lwww.englishcentral.com/videos
* Businessenglishpod https://www.businessenglishpod.com/
9. Course Schedule & Topics/ZRIEE A4
Week | Date | Topics T
1 2122 Course Introduction ST 4T
/ Placement Test il
2 31 Holiday MF4e 2 H R
3 3/8 | Unit 1 Let’s get started H— BN
4 3/15 | Unit 2 Make contact BT - ERERRAY
Unit 3 Receive visitors HIT= B
5 3/22 | Writing Task 1: Messages and notes BEEER—  EIESEE
Unit 4 Be a good guest BEITIY 551
Unit 5 Talk about company history ﬁflﬁi : ﬁ%@%ﬁ
6 329 | Speaking Practice: Company pitch AR Y - ARZEE S
Unit 6 Participate in meetings BHioN  gEgs
Writing Task 2: Email VR« Email 8{F
7 4/5 | Holiday RPEVEE) (fF5R)
Unit 7 Make appointments by phone Bttt - EEHY
8 4/12 | Speaking Practice: Telephoning EREARE B
Unit 8 Show round a new colleague BT/ EEeE
9 4/19 | Mid-term i
10 | a/06 | Unit9 Make suggestions BT/ BRAOR
Writing Task 3: Memos BIEEB= SR ElE
11 5/3 | Unit 10 Present information BTt - AsfERER
Speaking Practice: Graph description AT [ R
Unit 11 Present an argument Bor— ¢ R
12 | 5/10 | Unit 12 Deal with problems Byt R R
Writing Task 4: Letters BB - BHEE(SE(E
13 5/17 | Unit 13 Run a meeting Hiet= Eies
English Proficiency Test PEERE I EE
14 5/24 | Unit 14 Negotiate B 3AETF
Speaking Practice: meeting talk Sl R e e
15 | 5/31 | Unit 15 Presentations Bt IERCIER
16 6/7 | Final Presentation R 2R
17 6/14 | Holiday eyl
18 6/21 | Final Exam HRE

*Adjustments may be made in the syllabus to meet students’ needs and course requirements.

"R HE S KRR BRI B OB FE Y R
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