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- Be helpful.

- Be friendly.

+ Be active.

- Be creative.

- Be ambitious.
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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

REOHH LB
®

they learn and create a personalized manual that can be used even after graduation.

BEEE- T, FERFEEATIZLDNTEDLSICRENMRETT, 7T FEFESTHEBOEI R ANEZERT
3280 emaild2LK WA BEXHDOYF—, ol BETOZUIERIODLWTHBEZITLWET, FATLHEY
RIRABEBL, XFERLFATEDI LS I, BOERAOT =27V AEERLET

Using the manual as a reference, students will be able to create simple business documents in English using
. Word.
EAp=A=F ) : . )
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

BEoEDAH interacting with classmates to enhance learning.
J/—hERYAELNDL, BHEINZEREZEIC, NEZEBEET S, FALRABREZRBENAT /T4 T4 T4 TREL. BIC/7AX—FEPYRY L#A
HHFES,

TI2FT47 +5—=vy
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Feedback and advice on assignments and submissions will primarily be given individually during class.

=28 G LA— -3 —ERy 4 0R
RE (MBRELF—ES) CHTB74 = FAYIOTE | o BB IR LT, TIBRPEIICT 4 — Ky 5. 7 KA BT

REFEXR
m BENE

Course introduction.

Communicating through short writings £ F I3 XA EZ W TH B

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

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

s1mE 5. common business terms and phrases
EXCEFEEZERTILTEELL I +—<y b, RA, 7Y MM R Kl K<ESEPRZIAB L7 L—XIID2VTER,
*How to use the automatic spell check in Word.
*Start preparing your manual for Office English - instructions
RAVAY T F T4 RADT = FEFESTZBOIRRLF v 7 ORAFICODVTHESR
EHERRBOBODAT - 27V A ED &R RD D



ERE

Composing a simple document in English using Word
7 N CREBOMELEHEFY £

1. date and address Bt & &%

2. topic fEv s (24 b)

3. salutation (greeting) &35

4. introduction of the topic 18

5. body (support paragraphs) K&

6. conclusion e

7. closing and signature T o Rty (%

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
AiREE->CLRICEET 5, REBETOBEOZITEZOME

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.

BIRIDIRETER L -EEEZ I TR A —

Email writing and email etiquette

Writing an effective and professional email.
BXA—NLDEEHFETF Ty b

AETED DICHRNLe-mallDEEHFEZFVN

Using CC in an email
What to avoid when writing an email in English (emojis, nicknames, all caps, etc.)
CchofEWH BXAXA—LZELRICEITIREZLHRE

Structure and format of email in English

1. the topic 2. greetings 3. introduction (if necessary)
4. message body 5. closing and signature
HEDA—LDT+—7v b LEEEZR

1. A& 2, bLa> 3, BE WECKLT) 4, EFNRE 5, oet v

Activity — compose a short email and send it to a classmate (put the teacher in CC.)
JTRAA—MIREWA—LEEEET, 74— Ny oD, EZCcITANTE->TL TN

Answering an email (attention to email etiquette)
A—IRIEDMERS (ZF 7y MCEELEDS)
1. greetings

2. introduction — refer to the initial message

3. your answer

4. closing and signature

1. ®E

2 HEA (TOAVE—YDOARABICER)
3, &%

4, fEDHEHA

Activity — answer the email you received from your classmate
JTAAX— M ORITR- XA —VIREEENTCHD

Prepare for a quiz next week
BEDT R+ OXEfE

Quiz

Revise and finish your Office English manual
1. sections
2. vocabulary and expressions

TR R

AT 4 RREBEORZ ATV EREBLRERSIE S,
ERELRB. BEELIVa VR LTER



Submission of the manual

Final Cumulative — email writing and answering, phone call)
F7Mm T aTILDRH
BROELD LA—LOEZEAEZA. BIEHX. )

Feedback

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

of study outside of class is required.
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- [Speaking of Childcare] Peter Vincent, Naoko Nakazato (FAEZE%E)
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- [Brown Bear, Brown Bear, What Do You See?] Bill Martin, Eric Carle (Penguin Random House)
+ [MY VERY FIRST MOTHER GOOSE] edited by lona Opie illustrated by Rosemary Wells (Candlewick Press)
sE Xt - [HBORRTI/TAET4%] TAIxy XRBREWRE (TLo)
- TEVBmETY -7 —2] BIEKEBR, BE2LETR (BKREE)
- Be helpful.
- Be friendly.
"wE - Be active.
- Be creative.

- Be ambitious.
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This course aims to provide an opportunity to develop students' communicative ability through learning and playing cooperative board games.
Students will learn how to perform a personal needs analysis of language required for communication in specific tasks.

After using this language in practice, students will reflect on their performances in order to further develop their communicative competence.
ZORETIE. BARF—FT—Lz2R2T ERICTLAT2IL2BL T #EDAI12F—YavghzRLIE28azRBET 22BN E
T 5,
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ZOSBEEERICERALZE. BEO/S 74—V XZRYERY, So%33Ia=5—YavighontzBiEd,

REOHH LB
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- Students can identify key vocabulary necessary for task completion

+ Students can reflect on their language performance and identify points for improvement
- Students can utilise learned vocabulary and phrases for communication with peers
CREERICHELEEERELFETE %,

- BROSEEREZRVIRY, WESREZROITBZ LN TES,
CFBLARBERECRRZAVT, OREE A2 -2 aYERBIENTE S,

FEAR

At the beginning of the course, students will research and choose two games from a list of games.

The rules and English necessary for each game will be researched and studied before playing.

Then games will be played and recorded in class. These recordings will then be transcribed and analysed.

The results of analyses will then be used to improve students language ability in a second, assessed playthrough.
After two playthroughs, students will report on their language learning.
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Feedback on performance tasks will be given to students individually during class, and general feedback to all students
BE (BBRPLR—}FF) HT371 will be given at the beginning of the next lesson.
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1 Researching games to play « 7 — L DFEE XHHE
20 Presenting research results + 4 — AFREBEDFHEFEK X
3] Learning game rules + 7 — LD IL— )LFE X
V| Playing in English - " — L %17 XHHE
25[E] Performance analysis * /X7 # —< > X4t XHE
g6Mm Replay, assessment @ - B 7L 4| FFEEAFTHEO XE

£7[ Final analysis and report - &#&DH. LR—+QD X



28[m| Learn rules « ' — L DL —ILFE HE

£59[a] Playing in English « 4" — L %17 pofiéi)
£510[m] Performance analysis * /7 # —< ¥ X7 pofiéi)
£11E Replay, assessment @ - B7'L 4| FFEEMFTHQ PSfi|
F12[H] Final analysis and report « RO, LKR— @ pofiéi)
£513[a] Final replay, feedback « && 7L A - 74 —F/\v pofiéi]

+ Practice speaking the words and phrases that will be used in the following class aloud until you have memorised them.
- Look at the class content and try to think of vocabulary that will be useful for you during communication activities. Investigate and memorise this

vocabulary.
B W - After class activities, review the words and phrases above in order to improve your communication ability.
[ ¥
& + Two hours of preview time and two hours of review time should be allocated to this course.
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- Active in-class participation - RN TOBEBW ARSI 30%
- Language use assessment « ZEEFEAFHE  (2x 20%) 40%

BT EE R & Ak .
- Language report « ZEEFRA L R— b (2x 10%) 20%
- Homework * /5% 10%
Printouts will b ided .

sx=zh \ rm OL\J SrHWI e provided as necessary
ERZBERRT %,

Active participation in communicative activities is essential for this course.
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