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This course is aimed to provide administrative assistants with the fundamentals of English proficiency in business setting. It focus on the

communicative necds in relation (o a variety of business activitics. The learners are expected to 1. build up essential vocabularics in

business, 2. develop aural and oral fluency, 3. comprehend business terminologics, and 4. grow interpersonal skills.
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Required: Business Explorer 2 by Gareth Knight & Mark O’Neil, Cambridge University Press, 2002

Reference: The English You Need for the Office by Susan Dean and Lawrence. J. Zwier, Asia-Pacific Press Holdings Ltd., 2003
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W2: Unit |
W3: Unit 1
W4: Unit 2
W3: Unit 2
3 Unit 3
|W7: Unit 3
W8: Unit 4
W9: Unit 4
WIL: Unit 5
W12: Unit 5
W13 Unit 6

Wi4: Unit 6

Welcome & Introduction

W15: Unit 7

W16: Unit 7

W17: Review

W18: Final exam

WI0: Mid-term exam
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