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s SN English for Administrative assistant

This course aims to provide students with all aspects of the administration rules and relevant procedures within the

company, and to introduce multi-skills about what a person does at work—sending e-mail, attending meeting, making a
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HAR

report etc. Also, through English to help students to learn new words and expressions related to office work. There are
many different conversations in one chapter. Some will be chosen and students are encouraged to apply them to

communicate with others in pair work or group work in English as possible.
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Wks 1-3 Ch.1
Ch.2
Wks 4-6 Ch.3
Ch.4
Wks 7-9  Ch.5
Ch.6

Review and Mid-Term Exam.
Wks 10-12 Ch.7

Ch. 8
Wks 13-15 Ch. 9

Ch. 10
Wks 16-18 Ch. 11

Ch. 12

Review and Final- Term Exam.
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