A 組：國際應用英文組  課程
	語測口說與寫作

	本課之教學對象是想要把英文學好又需要準備英檢中高級複試的學習者。為了協助學習者提升英語說寫能力及通過考試，本課
· 提供依英檢中高級的口說及寫作測驗而設計的語言學習教材，輔助學生了解英檢測驗題型及應試技巧；

· 提出英文說、寫的全真練習及詳盡解析外，更搭配有線上的英檢模擬試題，以按部就班的引導學習和改進英文；

· 增進字彙量、以提升活用英語於口說和寫作的能力。
1、 教學目標
　　本課程針對想要把英文學好又需要準備英檢中高級複試者，達到英語說寫能力提升及通過考試的目標。
　　近來各界逐漸興起以語言檢測結果做為評估英語能力的基準，進而將之當作畢業門檻、應徵、應考要件等。根據英檢中心說明，中高級的檢測程度為「英語能力逐漸成熟，應用領域擴大，雖有錯誤，但無礙溝通，相當於大學非英語主修系所畢業」。換句話說，無論是在日常生活情境或是工作情境中，應試者的英語能力需有一定水準並應付裕如。　　
　　為因應這股學習英文的需求，本密集課程內容針對英檢中高級的口說及寫作測驗設計及製作語言學習教材，協助想要把英文學好又需要準備英語檢定考試的人，利用暑假時間按規劃有效率的專心學習。每單元內容皆仔細依主題規劃，輔助學生了解英檢測驗題型及應試技巧、增進字彙量、並提升英語應用能力；除了英文說、寫的全真練習及詳盡解析外，更搭配有線上的英檢模擬試題，力求透過按部就班的引導學習，協助學生達成能力提升及通過考試的目標。
　　
參考資料：全民英檢網站（http://www.lttc.ntu.edu.tw/gepthi.htm）
步驟目標：
1. 認識中高級語測複試：
a. 了解應試流程
b. 設計並執行讀書記劃
2. 增進英語口說、翻譯及寫作能力
口說能力（回答問題、看圖敘述、意見表達）
寫作能力（中譯英、150-180字的引導寫作）
a. 了解測驗項目及題型
b. 應用通關要訣
c. 提升能力
d. 通過考試
2、 適合修讀對象
基本原則：無論是想了解及準備將來應考英檢語測者；亦或單純想提升英文說、寫（含譯）能力者，都歡迎選修本門課程。
說明與建議：這是屬於中級應用的線上課程，需要聽講課錄音、做練習題、模擬試題、及期中期末考試。由於是暑期密集上課，學生需能掌握進度、充份配合。無法自我督促、配合時間到校、或是應用網路學習者，皆不適宜參加本課程。
3、 課程內容大綱
Tentative Syllabus
Weeks
Topics
Objectives
Assignments
Notes
1
1. Course Introduction
a. 課程介紹
b. 語測介紹
2. LiveABC模擬機測
Orientation & Pre-test
熟悉平台、錄音及檔案上傳測試
到校
2
分析模擬考結果
制定讀書計劃
Assessment
HW1: study plan
到校
3
「看圖敘述」要訣
主旨句
重要文法句型
口說單項練習
寫作準備
HW 2: 
a. Speaking Exercise: Part 2
b. Writing Exercise: Topic Sentence
4
「回答問題」要訣
支持論述（句子結構及連貫）
口說單項練習
寫作準備
HW3: 
a. Speaking Exercise: Part 1
b. Writing Exercise: Supporting Sentence
5
「申述」要訣
英語寫作（結論句；綜合分析）
口說單項練習
寫作準備
HW 4:
a. Speaking Exercise: Part 3
b. Writing Exercise: Concluding Sentence
6
英語寫作
Speaking Mock #1
口說綜合練習
寫作單項練習
HW 5:
Paragraph Writing #1
7
英語寫作
Speaking Mock #2
口說綜合練習
寫作單項練習
HW 6:
Paragraph Writing #2
8
中英翻譯
口說綜合練習
寫作單項練習
HW 7: 
Paragraph Writing #3
9
Midterm Exam期中考
教學驗收
到校
10
中英翻譯
Writing Mock #1
寫作單項練習
HW 8: Translation Practice #1
11
中英翻譯
Writing Mock #2
寫作單項練習
HW 9: Translation Practice #2
12
複習及檢討
寫作單項練習
HW 10: Translation Practice #3
13
主題式整合教材
綜合練習
Mock Exam #1
14
主題式整合教材
綜合練習
Mock Exam #2
15
主題式整合教材
綜合練習
Mock Exam #3
16
主題式整合教材
綜合練習
17
LiveABC二次模擬機測＊
到校
18
Final Exam期末考
教學驗收
到校
 


	貿易英文書信寫作(實體)

	根據教師 12 年在業界的經驗, 選擇了最常用到的貿易書信,解釋寫作背景,寫作重點,寫作技巧,寫作禮貌,寫作格式。.
1. e-mail Writing 商業電子郵件的寫作

2. Basic Business Writing Principles 貿易書信的寫作原則

3. Format of Letter & Envelope 貿易書信的正確格式   

4. Enquiry  詢問信函的寫作
5. Sales Letter 銷售信函的寫作
6. Complains 抱怨信函的寫作
7. How to Deal with Complains 如何回覆抱怨信函

8. Collection Letter 催收信函的寫作

9. Proposal Writing 建議書的寫作
10. Memo Writing 備忘錄的寫作
Employment Application 履歷表的寫作


	英語聽力

	This course aims at cultivating students’ ability of expressing themselves in accuracy and with confidence through a series of listening practices and oral activities where students are encouraged to get involved in the learning process through interesting topics that are relevant to their daily lives. By trying to reach a reasonably high level of communication strategies, students are to elevate themselves from language learners to standard users of English in real communication. 

TEXTBOOK

Communication Strategies 3. By Jun Liu, Tracy Davis & Susanne Rizzo. Cengage Learning, 2008.
(The book can be bought in the Caves Books in our campus, $317 per copy.)

TENTATIVE SCHEDULE

Date

Course content

1

09-16
Introduction to the course

2
09-23

Unit 13—Dating
3

09-30

Unit 14—Parenting
4

10-07

Unit 1—Dress Code
5

10-14

Unit 6—Manners & Etiquette
6

10-21

Unit 7—Volunteering
7

10-28

Unit 3—Health & Nature 
8

11-04
Unit 10—Free Education
9
11-11
Showcase 1
10

11-18

Unit 11—Multiple Intelligence 

11

11-25

Unit 12—Gender Roles

12

12-02

Unit 4—International Competitions 
13

12-09

Unit 9—Extreme Sports
14

12-16
Unit 2—Viedo Games
15
12-23

Unit 5—Mobile Phones

16

12-30

Unit 3—Advertising 
17

01-06

Unit 15—Natural Disaster
18

01-14

Showcase 2
REQUIREMENTS:

1. Lateness and absences are strongly discouraged, because not only your performance in each class shall be graded, but that points will be taken out from your final grade in accordance with the number of your total absences. Attendance will be taken at the beginning of each period; if you are not present at that time but come late, it is your responsibility to make sure you receive partial credit for your attendance. But it will be counted as one absence if you come to class without bringing your textbook or necessary handouts with you, or if you come into classroom later than 20 minutes after the class begins.

2. Every in-class activity and home assignment will be carefully graded. (You will, for example, be asked to make conversations with a partner spontaneously or with preparation in class, which will be recorded by your instructor. Or, you will be asked to form into groups to work on assigned projects for oral presentations.) Your participation and performance in every class is equally important since there will be no midterm and final tests in this course. Quizzes, however, may be given in whatever form and at whatever time.

3. When necessary, the instructor has the right to have certain students do extra assignments outside class, which shall be counted as part of their grades.

TENTATIVE GRADING SCALE:
Group discussions & pair talks

40%

Home assignments & quizzes


40%

Class participation & presentations
20%


	商務溝通：口語溝通技巧  2學分  教師︰樂麗琪

( 上課時間︰四次；第一週、第三週、期中、期末考週 禮拜四晚上 6:10 - 8:00)

	你在工作中需要與客戶用英文溝通嗎？你想考多益英語(TOEIC)嗎？本課

1)以多益測驗為學習題材，幫助學習者了解商務英文特性及商業情境；
2)分析多益測驗之字彙、文法、聽力、閱讀題型及提供線上模擬測驗練習機制；

3)探討商業語言溝通技巧，培養學生語文表達能力及組織能力。
教學目標

· 本課程以ETS TOEIC (TEST OF ENGLISH FOR INTERNATIONAL COMMUNICATION) 多益測驗內容為學習題材，幫助學習者了解商業情境與商務英文特性
· 分析商業情境英語實例，探討商務語言溝通技巧，培養學生語文表達能力及組織能力
· 針對學生對商業英語溝通技巧及參加英語能力檢定考試之需求，分析多益測驗之字彙、文法、聽力、閱讀題型及提供線上模擬測驗練習機制 
三、適合修讀對象

本課程開設對象為選修商業英語課程或對相關課程有興趣之大專程度學生
· 想瞭解商業英語溝通技巧，加強英語聽、說能力，準備進入國際職場的社會新鮮人

· 無任何商業背景，但想培養第二專長，對商務英語有興趣的學習者

· 計畫參加TOEIC英語能力檢定考試，強化應試實力者

四、課程內容大綱

(1) 課程網址: http://www.etweb.fju.edu.tw/elite/toeic/index.htm
                http://www.etweb.fju.edu.tw/yueh/toeic/index.htm
The course is designed to prepare students working in the international business field, which requires effective communicative skills in English. By introducing core business concepts, the course aims to help students understand their language proficiency, enhance their language communication skills, and foster their autonomous learning in English. Being exposed to challenging and interesting topics, students will practice English through a series of collaborative activities, such as participating in e-discussion, recording the role-plays, doing mini-case studies, and presenting individual reports as well as team projects. The purpose of all activities is to provide students the target language in functional settings and to improve their competence and performance in business communication. 

Serving as language proficiency preparation for Business field, the course will introduce key business concepts and vocabulary based on the topics of TOEIC ® (Test of English for International Communication) and communicative expressions in business situations. Texts and topics chosen from the business world are broad rather than specialized, including subjects such as Organization, Production, Business Arrangement, Marketing & Advertising, and Social & Cultural Awareness. The communication skills covered include Meetings, Telephone Etiquette, Decision making, Presentations, and Negotiations. Providing mock practices and test analyses for TOEIC questions in Listening and Reading sections, the course can be an access for students to apply test-taking strategies in TOEIC® and to achieve their goal as effective communicators in international business environments. 
本課程架構分為 [商務溝通技巧] 及 [多益測驗練習] 兩部份。
· 商務溝通技巧: 計有13項商務主題，每個學習主題各有相關子單元。
· 多益測驗練習: 計有閱讀、聽力訓練、模考練習等11項學習單元。
· 學習主題
· Topics for Business Communication 

1.  The Basic Forms of Communication 

2.  Socializing & Meeting People in the Workplace (社交禮儀)

3.  Telephoning & Etiquette (電話交談與禮儀)

4.  Organization & Company Structure (公司結構組織)

5.  Meeting (商務會議)

6.  Company Performance & SWOT Analysis (商品展示) 
7.  Marketing & Advertising (商業行銷)

8.  E-Commerce (電子商務)
9.  Business Arrangement (行程安排)
10. Business Travel (商務出差)

11. Business Visiting (拜訪廠商客戶)

12. Reporting & Presentation (簡報、展示)

13. Negotiations (商務談判)
· Topics for TOEIC Preparation 

1.  What is TOEIC?
2.  A REVIEW OF Listening comprehension strategies
3.  Strategies & Practice for TOEIC PART1: Photos
4.  Strategies & Practice for TOEIC PART2: Questions & Responses
5.  Strategies & Practice for TOEIC PART3: Short Conversations
6.  Strategies & Practice for TOEIC PART4: Short Talks
7.  A REVIEW OF Reading comprehension strategies
8.  Strategies & Practice for TOEIC PART 5: Incomplete Sentences
9.  Strategies & Practice for TOEIC PART 6: Error Recognition
10. Strategies & Practice for TOEIC PART 7: Reading Comprehension
11. TOEIC Practice Tests
@ 參考網站: http://www.etweb.fju.edu.tw/yueh/toeic/index.htm 
　
· Course schedule
Wks
Topics
 Assignments
1. Meeting 
Pre-course Questionnaire & Course Orientation
Pre-course Survey
Get to know ENGsite 
Communications Forms
*What is TOEIC?   http://www.etweb.fju.edu.tw/yueh/toeic
 2.
Telephoning & Etiquette (電話交談與禮儀)
 Dealing with 
 telephone messages 
　
 TOEIC Listening comprehension strategies
 http://www.etweb.fju.edu.tw/yueh/toeic/listanalysis.htm
3. 
Meeting 
Socializing & Meeting People in the Workplace (社交禮儀)
10 Qs for TOEIC 1

* 20 TOEIC Tips  
http://www.englishclub.com/esl-exams/ets-toeic-tips.htm 
* TOEIC Questions Analysis 
http://www.etweb.fju.edu.tw/yueh/toeic/practice/test.htm
http://www.englishclub.com/esl-exams/ets-toeic-practice.htm
*Strategies & Practice for TOEIC Part 1: Photos
  5. 
Meeting 1 (商務會議)
　

 10 Qs for TOEIC 2 
*Strategies & Practice for TOEIC Part 2: Questions & Responses
6. 
Meeting 2 (商務會議)
Expressions for Business Meeting
10 Qs for TOEIC 3
*Strategies & Practice for TOEIC Part 3:  Short Conversations
7. 
Measure Business Performance:  SWOT  Analysis (商品展示)
 
Analysis for TOEIC 4 
*Analysis for TOEIC Part 4:  Short Talks
8. 
Marketing and Advertising (商業行銷)
Analysis for Effective Slogans

* Practice for TOEIC Part 4:  Short Talks
9. Meeting 
Mid-Term Presentation
 The Slogans and SWOT Analysis for Products  
Mid-Term Questionnaire
10. 
Business Arrangement (行程安排)
On-line Group Discussion for Making appointments 
TOEIC Reading comprehension strategies 

http://www.etweb.fju.edu.tw/yueh/toeic/readanalysis.htm
11.
Business Travel (商務出差) 
http://www.bbc.co.uk/worldservice/learningenglish/business/tendays/index.shtml
Tips for Business Travel
12. 
Business Visiting (拜訪廠商客戶) 
　 
 
English Grammar Review 
http://www.etweb.fju.edu.tw/yueh/toeic/topicsforgrammar.htm
13. 
Reporting & Presentation (簡報、展示)
　
　　

15 Qs for TOEIC 5
*Strategies & Practice for TOEIC PART 5:  Incomplete Sentences
14. 
Negotiations (商務談判)
　 　 

15 Qs for TOEIC 6
*Strategies & Practice for TOEIC PART 6: Error Recognition
15. 
Negotiations (商務談判)
TOEIC Reading Analysis 
Types of TOEIC Readings 
Analysis for TOEIC PART 7: Reading Comprehension
16. 
E-Commerce (電子商務)
*Practice for TOEIC PART 7: Reading Comprehension
　Upload the Virtual 
Business website
17. 
On-line PRESENTATION:  
A VIRTUAL TRADE FAIR on the Internet 

 
18

Meeting 

Final Exam  
Course Feedback
跨文化商務溝通

4、 教學目標
This course is a knowledge-based subject with additional tips for communication skills and regular practice on useful expressions in business. As the title suggests, this course has strong focus on cultural differences. The study of this course concerns how professionals from different cultures do things differently while performing a certain business function (which will be discussed as themes of the course) and how people can avoid or solve the intercultural conflict caused by such a difference.

This course aims to explore issues in cross-cultural differences, conflict and resolution in the multicultural business context.  Through a case study approach and communicative activities, this course leads students to think critically, solve problems effectively, develop their overall communication skills and eventually enhance their intercultural communicative competence.  

5、 適合修讀對象
Living in a global village, this course is useful to everyone, and of course, crucial to those who would like to do international business though anyone interested in studying, living and travelling abroad may also find this course helpful. 
Note that the instructional language of this course is English.  Learners with lower-intermediate English proficiency are suggested to take this into consideration before taking the course.

6、 課程內容大綱
1.Orientation 
2.Introduction to ICC Model 
3.Introduction to Synthetic Cultures (I)
4.Additional Points to Synthetic Cultures 
5.Intercultural Communication and Its Barriers 
6.Theme 1: Initial Contact 
7.Theme 2: Hospitality 
8.Mid-term Review 
9.Mid-term Exam 
10.Theme 3: Time 
11. Theme 4: Decision making 
12. Multimedia Session 
13. Theme 5: Contracts dealing
14.Theme 6: Marketing 
15. Multimedia session 
16.Multimedia discussion & Final Exam Review 
17.Final Exam 



