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outline:

The purpose of this course is to increase students’ knowledge in business English, and to teach them the
skills of presenting business English briefing. At the beginning of this course, the operational situation of
companies will be introduced, and the main responsibilities of each position in the company will be
explained. The focus will be on the main tasks that secretaries have to take, especially English briefing
skills. Also, students will be trained to improve their abilities in business English, including business
vocabularies and knowledge of English. Things to pay attention to, things to prepare, preparation
methods of business English briefing, ways to present the briefing and necessary equipment will be
illustrated in details. At the end of the semester, students will have the mock business English briefing of
the companies they choose.
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