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Except for the complicated grammar instruction, this class will be in English and focus on developing the student’s conversational skills. During lessons,

students will learn new vocabulary and use the new words in role plays, short descriptions of daily routines, and other conversational activities.

LHLVWEWEZY, HERETERXSL5I1CT2
2ERVCEXZRBTCRETHIAFILEALESIES

1) Learning new vocabulary and using it during daily conversational activities.
2) Developing the skill to formulate/express ideas and feelings in English.

A—LTLA, RPRIN—TTDTAZAhyyarvaEBLIIa-r—arvke32ET, BUW XEEBICOITE, BMNICSMT S Zerkovons,
This course will require students to actively communicate with each other during group discussions and pair dialogues. They will also perform role plays of
common daily events. In each lesson there will be specific vocabulary to learn and practice, and students are expected to actively participate in all aspects
of the class.

FI9T47«-5—=v

IIN—TFT—4 FaRhviarv FKBREE

BE (RBRPLFE—FE) g5 74— K
v U DRk

BEIWEROREE, FLEBMBBEICHL T, 2ETABECA—LTHRR T4 — KNy %175,
Feedback: The instructor will provide constant (general and specific) feedback during lessons and all aspects of
the developing activities.

REFER

] BERE

£1m Unit 1: Starting Conversations

£52[a] Unit 2: Talking about Jobs

£53[a] Unit 3: Daily Life / Speaking Test @

4[a] Unit 4: Friends and Family

Z5[a] Unit 5: Hotel Rooms

£6m@ Unit 6: Phone Calls / Speaking Test @

E7Mm Unit 7: Ordering in Restaurants

=y - BE BRECTHER. BESNHEZTIL, BLEEEBL. BETORFEPLTITAETATEXDLIICLTHELZ L,

4 Students should review the activities and vocabulary learnt in class, do the exercises about the material given in class and use it to prepare for

conversations and activities in class.

DP (RfiBE5EDAE) L DEEE
(DP1)EP4N5%: - HHEZER T3 H [ )
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Speaking Test + RE—F > 77X b (%2 25%, &550%)
BiE S MEE & Ak Class Activities (discussions, role-plays, etc) + BEANEE (F4 RAvy>¥ary, B—=LTLALE) 30%
Homework - :RRETEE 20%

Handouts and other materials will be provided in the lessons.

TF X
TEAb BECEATHTY Y FOBRERY £,

English Conversation 1 Student Book Third Edition, A Textbook for Eikaiwa Lessons in Japan

SE XM #E#&: Tom Whitaker
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Foreign tourists visiting Japan are increasing rapidly. Many people have already had experience assisting foreign customers while working part-time.In this
course, we will focus on using simple English to communicate effectively in face-to-face customer service situations. You will learn how to guide foreign
customers, ask about their needs, and provide assistance.

By imagining the workplace you are considering for future employment and using notes if necessary, the goal is to communicate actively and confidently
with foreign customers.

BE. BADGOLHEAZFINIABABABIIEALABITWET, TTICTIINS bARETH, ABADBEHONIGZ L2 HDE VI AR BNT
L&d. TORETIE, FIC, BEAREZE> T, HEAEEVH T, ARAOBEHREZIENT S, CELZFASIHREDIIa=r—raryPend LH5F0
£9, BONVHBEEX TV IHBEEREL., XECERLAALTH, ARADOBEREBEBNICaII2a=r—>arvnend e zBiELEY FHRET

When foreign customers visit, develop the confidence and attitude to engage with them without avoiding communication.
AEANDEEHEHAN VS LIBE, R TICaI1a25—2avEZRAS L T28HLBEEZBICETS

Imagine a customer service workplace where you would like to work, learn the necessary expressions, and use them effectively.
BANBELZVWERB S HEERORSZEEL. HELREBEZRITERD

Learn about the different aspects of interacting with foreign customers compared to Japanese customers.
ARANDEEREET 2HALERDIERICOVTHS

Students will think of and memorize necessary expressions and vocabulary, then practice using them through multiple role-plays with a partner or the
instructor. They will also create an original manual, organizing and recording essential expressions and words so they can quickly look them up when
needed in their workplace.

DERRBOEFLZFEBENEZI TR RT7EFLEHEL OO LT LA ZEBITV. TEXZ LI ICHEELET, BSOBS TLELARRECEEL, 7<IC
AROND LS ICEBLTCREALLEFY D F IO =2 T LEERLET,

FI9T47 55—z

IN—T T~y TFTaRhyiav

Bl ABRPLA—FE) 87271 —Fvo0FE

Feedback and advice on assignments and submissions will primarily be given individually during class.
REY. BEREICHL L, EICREFRICERICT7 4 —FNy o 7R R%ZTS

REFTER

BEAT

Course orientation. Who are foreign customers and how to listen to them.

How to identify possible customer inquiries. Prepare answers for them (commonly used vocabulary and expressions to answer simple inquiries).

Start preparation of the manual — vocabulary and expressions list to help you in the future.

FVIVvTF—rav, ABARIEIEDL S BALBET, EQLSITHERZFOELZLZEMITITL VLA ZER, MEREERR T, VY 7ILREMICER 2 AEERER, F
UPFNDO7=aTMMER (B, REOURN) &, FRICEITE0ICERT 2%EHE2T 5
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Expressions and specific vocabulary used in the workplace
1 food shops and restaurants,
2 café and bar,
3 shopping center information,
4 transportation (train, bus, airport)
i) BEICDERFEPRREZR
1. LRI VREDREIE
2. h7zX/N—
3. YavEvIevR— AV T A=Yy
4. NR,BE, RITHEA OB

Handling numbers (phone numbers, flight, train and bus numbers, product price)
Vocabulary and expressions for payment methods
BEES. 774 My nN— "AZPBHEORKY, €/ OERFOHRTFICETIRR
REHCHEREREERR
%3[E | Think of a situation. Prepare a story to be played in the class (instructions). This will be part of your final demonstration exam.
YFaI—vavEeBEL. O-LTLAAOR M) —0EFEET D, IhlE. BEOLEVYRFL—Y 3y TR EO—BICEEND,

Start writing your story (use the vocabulary and expressions from weeks 1, 2, 3)
LyRv1, 2, 3TRALBECRREZAWL, X b—U—-%2&F,

Handling numbers (phone numbers, flight, train and bus numbers, product price)
Vocabulary and expressions for payment methods

Check your story — settings, correctly used expressions and vocabulary

Do you need any special props?

Check your manual
4[] ) ) R
- make sure you included ALL materials given in the classes
- did you divide the manual in sections for easier consultation?

- check for spelling mistakes

HFIOLWTOFVERELEND, A—LTLAAOR M=) —D%EFEZ2T 2, ZORDICBLERYA VR EDEFEEZT B,
A—L7 LA, TRAMFICDEBERASY 2 7ILORREOHERLBEEITS,

Vocabulary and expressions to use in special situations (official flyer with warning images and symbols)
1 earthquake 2 fire 3 storms, floods 4 personal accident

£55[a] Handling foreigners in dangerous situations (commanding)
HWE. RE. HKCEH. BRALOBRICHELRREBEEZZER, BEEO/TYICOVLTES,
BRARATICWAABRAZRLSICHEET 2 HEEZER

Quiz

Finish writing your story — check / revise / read

Make sure you have all the information and props you need to play your story
Practice demonstration & Feedback

6@
WNTFR b (RFH T BRBORE)
BRTEVRAML—YavEABROLZHDOR =Y —%2FHIE, Fzvrz2, ZLBE%2T5, TEVR ML —YavBICRERER, ZM1Z5-oT015
hHERT B
Final demonstration of your story
Final writing test
s7mE Submission of the manual
Feedback
BRTEVRAIL—YaryTR b BRERHRR v a1T7LORE. 74— KNy 7
B - B Reviewing the expressions and vocabulary learned in class, writing role-play scripts, and practicing pronunciation are necessary. Therefore, more than
B °
- one hour of study outside of class is required.
21E

BECPALREPHEELZEERL, O LVTLAORRBEES, RERBLI 2B ENBET, IKHAULOBEALEIBETT,

DP (R#uUBEDAH) L DEEE
(DPL)HMIAIH - BBz ERT5H
(DP2)azaz=4s—vaviEh

(DP3)FEZHR L. BRT2H
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(DPA)ZRMEDER L @I 271
(DPS)REBNE ICR UM e 1T B A
(DPE)HICEM Y 2 £

Final writing test 30%
BIRFPEE%E & Ak Manual 40%

Final demonstration 30%
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BEX0EDHH

TI9T747 55—
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IN—TT—y FTaRhyarv

BE (HBPLR—FE) NT371—F Ny J0hE

EE IS

A= E71E, WebClasszBLT74—FNv o LET,

BERR BEBRE
BE - EBEE (- O
%f BEEICO LT OB i
50
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FEOQ
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BE
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S HHE
ZEAYFL &
BEL o E
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E RN
[TlEhl £EA]

BhER (%]

ER
KRR

REIOFEEGBHEICOWT, HLLVEFOBRZHARDIHE, Loh W EFBEITo TSI,
7o, BIRIOREABTZIRYEY . 2ELAEBOXEZERL TS L,
FE - ERORMIE. ZhZh2BlEzERE LTSN,

DP (RuBREDAHE) & DBIE

(DP1)EMMH - BKEE2FAT 5N

(DP2)a2az=4—>avih
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(DPA)Z D ER L HE T 27

(DP5)EEBIE ICR VRV B
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PR AR FRAM &2 & 73k

FT*X b

2E X

- BEPIBEBOREICOVWTCHIERA L. REZRDDIEPHYET, Lonl EFE - BEBET oL TREICSML TS,

HAERT X b 1 50%
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READSNE : 10%

BEHEICL 2ERH

mL

i c FHRICERBECZOMOEELNELCZARRELH Y £ DT, Web ClassO B o B 2R L T30,
cAKRD [BEEE] CREELNILOERETY,
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E
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E
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Except for the complicated grammar instruction, this class will be in English and focus on developing the student’s conversational skills. During lessons,

students will learn new vocabulary and use the new words in role plays, short descriptions of daily routines, and other conversational activities.

LHLVWEWEZY, HERETERXSL5I1CT2
2ERVCEXZRBTCRETHIAFILEALESIES

1) Learning new vocabulary and using it during daily conversational activities.
2) Developing the skill to formulate/express ideas and feelings in English.

A—LTLA, RPRIN—TTDTAZAhyyarvaEBLIIa-r—arvke32ET, BUW XEEBICOITE, BMNICSMT S Zerkovons,
This course will require students to actively communicate with each other during group discussions and pair dialogues. They will also perform role plays of
common daily events. In each lesson there will be specific vocabulary to learn and practice, and students are expected to actively participate in all aspects
of the class.

FI9T47«-5—=v

IIN—TFT—4 FaRhviarv FKBREE

BE (RBRPLFE—FE) g5 74— K
v U DRk

BEIWEROREE, FLEBMBBEICHL T, 2ETABECA—LTHRR T4 — KNy %175,
Feedback: The instructor will provide constant (general and specific) feedback during lessons and all aspects of
the developing activities.

REFER

] BERR

£1m Unit 8: Ability, Requests and Rules

#2[a] Unit 9: Movie Scenes

£53[a] Unit 10: Talking About Cities / Speaking Test @

4[] Unit 11: Future Plans

£55[a] Unit 12: Explaining Events

6[m] Unit 13: Cooking / Speaking Test @

#£70E Unit 14: Preferences

=y - BE BRECTHER. BESNHEZTIL, BLEEEBL. BETORFEPLTITAETATEXDLIICLTHELZ L,

4 Students should review the activities and vocabulary learnt in class, do the exercises about the material given in class and use it to prepare for

conversations and activities in class.

DP (RfiBE5EDAE) L DEEE
(DP1)EP4N5%: - HHEZER T3 H [ )

2025/04/01



(DP2)3 2 a=4—>avEEn °
(DPI)BREBEZFER L. BRI 27

(DPA)S P DER L BB 57 °
(DP5)EEBN I IR TR 1 2 0

(DPE) & IcERY 248

Speaking Test + RE—F > 77X b (%2 25%, &550%)
BiE S MEE & Ak Class Activities (discussions, role-plays, etc) + BEANEE (F4 RAvy>¥ary, B—=LTLALE) 30%
Homework - :RRETEE 20%

Handouts and other materials will be provided in the lessons.

TF X
TEAb BECEATHTY Y FOBRERY £,

English Conversation 1 Student Book Third Edition, A Textbook for Eikaiwa Lessons in Japan

SE XM #E#&: Tom Whitaker
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B, (Bl ICOVWTHEBETRETED LI ICHDI L 2BELET,
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CHETEANLLYCERD, £, BETERSNABERAACOVTEBTATERY S, BEATES
DEAR - SESAMONEEEECHPETED
CHEETEALOIOLTREEEVWAZB LI EAB

BET—<EZ RO, BETIRREZEWZRTCRVOLELN L, EESETWEET,
F7o. FALRBRZE-> T BICIEUE, BEATEREZLHD, Fo72bDICOVWTHEBETL Y EPRIEZEVTLOVET,
BREFOIBRIIFAERBTITL., BERNTIREED, ERMICKBTHELET,

BEX0ED

FI9T47«5—=v7

TN—TT7—0 (KBRFEH

BE (BBRPLRE—F%) 8T 23714—FRvo0hE BREPTORREENAAVERDIDT, ZOHBTDT7 14— KNy IHFLTT,
REFER
] BEANBR
CBRYERTRBEEEZ LD
#F1[m - REIRE. REAE. K BROBEEERR LS

- BITE Y Action

£52[E] Break fast

#3m Happy Halloween

ZB4[a] Mexican Dish

5@ Japanese Snack

6 Demonstration: Original Recipe
70 Christmas Menu

il - B BECE-7m. BREHOP, BORTERENTERT, fEo7=HDIC DL TCooking Book%HIB LERT 278, £7-. BETHE--RBELZHEEICEZ
FE 370103, BENC2KAREOFBEIFLETT

Cooking Book 40%
BiEFEMmERE & Ak English Use in the Activities 30%
Assignment 30%

F%Z b BEY Y ERE
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This course is designed to help students perform administrative tasks using English. Students will learn how to create business documents in English
using Word, write and respond to emails with proper etiquette, and practice answering and making phone calls in English. They will also organize the
vocabulary and expressions they learn and create a personalized manual that can be used even after graduation.

HWEBEEFE-> T BHEFEEZTIUHDNTEDR LS ICRRRETT, 7T—FEF-> THRBOEIVRANEEZFRTHI L0, eemailldDL YA, EXADTF—, %
7o, BETOZUBZIOLWTHRBZITVWES, FALHBORBEAEE L, XEZXLFATESL LS. BAFAOY= 27V EEKRLET

Using the manual as a reference, students will be able to create simple business documents in English using Word.
To learn how to make, answer, and end phone calls in English, to handle basic conversations.
To learn how to write English emails and respond appropriately.

Take notes while understanding the content based on the distributed materials. Practice what you have learned through practical activities, sometimes
interacting with classmates to enhance learning.
J—bERYBHD, BRINIENEEIC, NREZERT I, PALTRAZRBNLT /T A T4 T4 THREL. B/ FRA—FEPYERY LAENFDER,

PI9F47 - 5—=v4

TN—=TT—2

RE (BBRPLEA—%) SNT374—-Fvo0FE

Feedback and advice on assignments and submissions will primarily be given individually during class.
REY. BELRLICHL T, EICRERICERNICZ74— KNy o 7ERA %175

REFTER

[a]

F1E

BERR

Course introduction.

Communicating through short writings £ I3EXEEWNTH3

Short introduction to English words and expression specifics related to English documents

1. page format 2. margins 3. font and letter size 4. punctuation

5. common business terms and phrases

BN CTEEEZERTILTEE LV +—<y b, RA, 7Y MM R Bl K<ESEPRZIAB L7 L—XITD2VTER,

*How to use the automatic spell check in Word.

*Start preparing your manual for Office English - instructions

RAIAY T EF T4 RADT = FZESTZBEDORRILF 2y 7 DREFICDVTHER
ERREEOBNHA~T 2TV E 2 EFEERD D

2025/04/01



20

50

Composing a simple document in English using Word
7— P CHEEBOMELEEEZMEY £7

1. date and address Bt & &%

2. topic fev o (24 b)

3. salutation (greeting) #&#

4. introduction of the topic 18

5. body (support paragraphs) KA

6. conclusion e

7. closing and signature oLt ayv

Activity — write a short document (3 paragraphs, about 70-100 words)
IRNT T T THhORDIEVERE, T0-100ERETERLEY

Report to your supervisor (using an internal line)
Handling phone calls in English
ARz > CLRICIRET 2, REBECTOBEOZTEZOHKE

Activity — Give the document you wrote last class to a classmate.
You will communicate the contents of the received document to your
supervisor over the internal phone line.
The supervisor will take notes, and both of you will confirm the details to

ensure accuracy.

BIRIOTRETHERLABERE 7 7 RAA—MIELET, ZORNE%E. AREET. LRICBEATHEL LS, ERARICHSBE X EEZERY, HE T BRI

LT, 8> TWBEIERLAEVET,

Email writing and email etiquette

Writing an effective and professional email.
EXA—LDEEHFETF Ty b

HETES DICHRENBe-mall DEEHEFVET

Using CC in an email
What to avoid when writing an email in English (emojis, nicknames, all caps, etc.)
CcofELg HEXX—LZELRICBEITIINEZ LAY

Structure and format of email in English

1. the topic 2. greetings 3. introduction (if necessary)

4. message body 5. closing and signature

HREDXA—LDT7+—< vy b EEEERR

1. RE 2, Lo 3, BE WEIEL 4, EFENARR 5, ovedav

Activity — compose a short email and send it to a classmate (put the teacher in CC.)

I TAA—MIIEWA—LEEEET, 74— PNy oD, £EZCcICANTE>TLIEE W

Answering an email (attention to email etiquette)
A—=RIEDHA (TF7 v MCRELRDD)

1. greetings 2. introduction — refer to the initial message
3. your answer 4. closing and signature

1. B 2 BA (TOXvE—YORRBICER)

3, RE 4, @oevAv

Activity — answer the email you received from your classmate
I TRAA= D ORIz A —ILITREEZENTHD

Prepare for a quiz next week
BBOT X b D

Quiz

Revise and finish your Office English manual
1. sections

2. vocabulary and expressions

INFRE FTAREEOVZATILEREBELREREIE B,
ERELRB. BEELIa VR LTER
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Submission of the manual
Final Cumulative — email writing and answering, phone call)
Y= aTILDRH

BIE | RROELYH (A—NOEEFEZH. BEISH. )

Feedback

Reviewing the expressions and vocabulary learned in class, writing assignments, and practicing writing are necessary. Therefore, more than one hour

=E - R
FE

of study outside of class is required.
WETRZALKRECEBZEEL., 7474 Vv BEZEE L. HEE TR ENPVET, IBHULORENZEIVETT

DP (ZuEs5onAit) & OBEE
(DP1)EMAIH - REEZFEAT SN
(DP2)32az=4—vavEh
(DP3)RBEZHR L. BRT3H
(DP4) S D ER & BT 5 1
(DPB)BEBIICR U T B 7
(DPO)HRICEMT 2L

Participation #{H5%& 10%

Writing assighments 54 74 >~ 7338 30%
BREREERE L Bk Manual B9~ =2 7LD 30%

Final cumulative &#&DE &%  30%

We will distribute small notebooks for creating the manual

&% A FAEROESHITNE N — F ERELE T
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By & Except for the complicated grammar instruction, this class will be in English and focus on developing the student’s conversational skills. During lessons,

HE students will learn new vocabulary and use the new words in role plays, short descriptions of daily routines, and other conversational activities.

LHLVWEWEFY, HERETEXSL5I1CT 2
T E 2ERVCERXZRBTCRETHIAFILEELESIES
B 1) Learning new vocabulary and using it during daily conversational activities.

2) Developing the skill to formulate/express ideas and feelings in English.

A—=LTLA, RPN —=TTDT 4 AAhy>avaxBLAI2-F—>arvkEHIET, BUV., LEEBICOTE, BANICSMT 22 L RoOHN 2D,
This course will require students to actively communicate with each other during group discussions and pair dialogues. They will also perform role plays of
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of the class.
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common daily events. In each lesson there will be specific vocabulary to learn and practice, and students are expected to actively participate in all aspects

FBMBEICH LT, @ TABEPA—LTHRBRT A —F Ny 7 %175,

Feedback: The instructor will provide constant (general and specific) feedback during lessons and all aspects of

the developing activities.

BERR

Unit 16

Unit 18:

Unit 19:

Unit 20:

Unit 21

Unit 23:

Unit 24:

Unit 25

Unit 26:

Unit 27:

Unit 28

Unit 29

: Romantic Gossip

Job Swap Day

Sports / Speaking Test @
Inviting Out

: Amazing Trips

Funny Videos / Speaking Test @
Getting Ready

: Shopping for a Present
Globetrotting / Speaking Test @
A Busy Day

: The Magic Life Change Machine

: A VIP Tour / Speaking Test @
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%13[A] Unit 30: Requests and Offers

RETHER, BAINHEBEEZTI 2L, BLEEEL, BETOREPTI/TAETATERDLIICLTHELT E,
Students should review the activities and vocabulary learnt in class, do the exercises about the material given in class and use it to prepare for

=i B2R
P

conversations and activities in class.
DP (RfIiRE5DAS) L DEE
(DP1)ZFI&IGH - KEEZERT 31
(DP2)asa=4—aviEh
(DPI)REEFERA L. BRI 27
(DPH)ZHRMUDOER L HET 2N [ )
(DPB)BEBI ISR TR T 2 A
(DPB) 2 ICHBT 2 &%

Speaking Test - RE—F > 772 b (£4[aE 15%. &560%)
PRI MER L ik Class Activities (discussions, role-plays, etc) + REREE (F4Xhy¥ay, B—LTLA1HRE) 20%
Homework - :RRETEE 20%

Handouts and other materials will be provided in the lessons.

TF R
TEAE BECRETSTY Y FOERERY 7,

English Conversation 1 Student Book Third Edition, A Textbook for Eikaiwa Lessons in Japan

S Z#: Tom Whitaker
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- Be friendly.
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