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(SEI&4FK) Organization
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Teaching objective

After studying this unit, the students are able to master the
key words and structures, and more importantly, to communicate for
the following purposes:

understanding a company’ s profile

understanding a company’ s organization structure
receiving a client

understanding your client’ s needs

understanding and writing an envelop in English
designing a company profile
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The method of approach
1. Discussing, listening, reading, presenting, and role-playing
by the students;
2. Explanation and demonstration by the teacher:
3. After—class research and practice by the students.

SEHY 2. (SEIGAFR) Office

Teaching objective
After studying this unit, the students are able to master the
key words and structures, and more importantly, to communicate for
the following purposes:
understanding the job duties of secretaries
understanding skills required for good secretaries
understanding a newsletter
making appointment by telephone
understanding and taking telephone messages
understanding and writing an agenda
making a travel plan
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The method of approach
1. Discussing, listening, reading, presenting, and role-playing
by the students;
2. Explanation and demonstration by the teacher:
3. After—class research and practice by the students.

SRS 3. (SEIGAFK) Business Meals

Teaching objective

After studying this unit, the students are able to master the
key words and structures, and more importantly, to communicate for
the following purposes:
understanding business meals and western table manners
understanding a western food menu
inviting a client to dinner
introducing a restaurant and its foods
understanding and writing an invitation in English
setting tableware
The method of approach
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1. Discussing, listening, reading, presenting, and role—playing
by the students;

2. Explanation and demonstration by the teacher;

3. After—class research and practice by the students.

SEHY 4. (SEIGAFR) Product

Teaching objective

After studying this unit, the students are able to master the
key words and structures, and more importantly, to communicate for
the following purposes:




SIQU-QR-JW-053 (A0)

understanding industrial designers’ job
understanding a new product’ s manual

talking about products

understanding and writing a producing a catalog
demonstrating the function of a product

The method of approach
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1. Discussing, listening, reading, presenting, and role—playing
by the students;

2. Explanation and demonstration by the teacher;

3. After—class research and practice by the students.

SEHY 5 (SEIRAFR) Trade

Teaching objective
After studying this unit, the students are able to master the
key words and structures, and more importantly, to communicate for
the following purposes:
v' understanding international trade
v understanding sales confirmation
v learning about the Silk Road and the Belt and Road
Initiative
v learning about the importance of the Belt and Road
Initiative on trade
v' negotiating about price
v writing a memo
v' promoting a product with different strategies
The method of approach
1. Discussing, listening, reading, presenting, and role—playing
by the students;
2. Explanation and demonstration by the teacher;
3. After—class research and practice by the students.

SEHY 6: (SEIGAFR) Career

Teaching objective
After studying this unit, the students are able to master the
key words and structures, and more importantly, to communicate for
the following purposes:
v" understanding hot career fields in the next decade
v understanding a job ad
v going for an interview
v understanding and writing a résumé
v performing a job interview
The method of approach
1. Discussing, listening, reading, presenting, and role—playing
by the students;
2. Explanation and demonstration by the teacher;
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3. After—class research and practice by the students.
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