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This course focuses on communication and writing exercises that are necessary to develop practical English skills that are essential for any work requiring English in the future. Exercises will be in the form of role plays, writing activities, presentations, and group work to gauge what is learned in class. Some online classes may be used as an effective teaching method based on the student’s competence, or as a supplement or substitute for each class.
(Keywords) Business, Nuances, Business Writing, Business Presentations, Speaking, Listening, English Communication
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Welcome to "Business English Essentials, a comprehensive course designed to enhance your proficiency in English communication within the professional context. In today's globalized business environment, effective communication skills are essential for success. This course is tailored to meet the specific language demands of the corporate world, providing you with the linguistic tools and strategies needed to navigate diverse business scenarios with confidence.
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In tms program, you will be exposed to:
1) Profeesional Communication Skils: Develop the abilty to communicate cearly, concisey, and professionaly i various business settings, ncluding meetings, presentations, and writen correspondence.
2) Business Vocabulary and Jargon: Expand your business vocabulary and become familiar with industry-specific jargon to express ideas and concepts accurately in the corporate world.
3) Email Etiquette: Master the art of crafting effective and polished business emails. Learn the nuances of email etiquette, including formal greetings, structuring messages, and using appropriate tone.
4) Business Writing Skills: Hone your business writing skills, including the creation of letters, reports, and other business documents. Focus on clarity, precision, and coherence in written communication.
5) Business Presentations: Build confidence in delivering compelling business presentations. Learn how to structure presentations, use visual aids effectively, and engage your audience with impactful language.
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You will be confronted with various situations while using the target language in business settings. If there are words or expressions that you couldn't grasp in any material given to you, check in advance the definitions and nuances attached to them so that you can understand the content in time for the lesson. Also, actively participate in activities such s role plays and group work for effective application of concepts taught in class.
= —#8i% (GI0)
FABACAABIS 1= —S 3 > MBI, MRNOWRICNSEIEET S U= IAFIEHITOD,
RRICBUERBERRAEEL<BRULBHSRBETEDLSICRBTEEBRELET.
The purpose of this program is to equip students with the necessary skills to quickly and accurately grasp concepts taught in the classroom and appropriately apply them to different instances in order to communicate smoothly in business settings.
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1. Grasp the meaning of basic English words and expressions that are used frequently in business settings. (1st-11th)
2. Catch the basic pronunciation and intonation characteristics of English, and use them in communication. (1st-15th)
3. Participate in natural conversations while properly using parts of speech and tense. (1st-11th)
4. Appropriately construct basic affirmative sentences, negative sentences, and interrogative sentences. (1st-11th)
5. Use the phrases in the text in conversation, and maintain a conversation in a group work or role play.(1st-15th)
6. Understand the cultural and linguistic similarities and differences between the native tongue and the target language.(1st-15th)
7. Apply various concepts learned through group work and role plays. (1st-11th)
8. Communicate autonomously with others in business settings. (1st-11th)
9. Convey one's thoughts logically to others in business settings. (1st-11th)
10. Confidently construct English sentences, conversational sentences, and expressions brought up in the class for review,
and look up the meaning and grammar of the words using dictionaries and reference books. (1st-15th)
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Lesson topics and materials may change depending on the class level and progress made i the lesson. Those changes and more detailed information will be announced in class.
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Shudents are alloned (o use a mabie phone to ook up Engiish words and expressions during the fessons; hawever, I nstructors find that students are browsing unrelated websites, exchanging messeges, o doing 2ny other activity which dsturbs their dassmtes'study, students will gt a varning or even get  lower assessment score, The same rules apply to laptops.
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Students must complete homework and assignments by their deadiines.
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If students are absent or late, it becomes their responsibility to find out the homework assignments or other material covered in the missed class. Being absent or late is no excuse for incomplete work.
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Students should actively participate and not to be afraid of making mistakes.
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%>~ Course Introduction / Introduction to Business English

N Students will be able to : learn about course requirements; introduce themselves and ask and answer questions after introducing themselves / grasp the gist of this course; learn basic terms related to business English and compare and contrast business culture in Japan and in other places in the world... (€1, H1, I, K1, K2)
@F# (30%9) Quick introduction, course contents, requirements and grading, and behavior

@{E8 (605)) Have an overview of the book. Highlight unfamiliar words in each unit so that you can preview easily for further studies.

%>~ Introduction to Business English: Professional Communication Skils (Polite Language)

BT Students will be able to : be familiar with the language used in the office (casual vs formal), and situations where formal languag:
2 @F& (304 Look up the meaning of unfamiliar words and listen to a quick lecture and overview of the lesson.

@EE (60%) Participate in discussion and activities.

Note: Content is subject to changes.

is required. (E1, H1, 11, K1, K2)

%>~ Introduction to Business English: Business Vocabulary and Industry-Specific Jargon

@{ESHIE  Students will be able to : expand their business vocabulary and use them in context (E1, H1, 11, K1, K2)
3 ®F& (309)) Warm up vocabulary drills and springboard to the topic

@B (60%) Participate in discussion and activities

Note: Content is subject to changes.

%>~ Business Writing: Email

@IEME  Students will be able to : learn related vocabulary in business writing, and be familiar with the writing style for business emails. (E1, H1, 11, K1, K2)
4 ®F& (604)) Warm up vocabulary drills, lecture

@{EE (30%9) Application activity and review pertinent materials

Note: Content is subject to changes.

DIE%>—<  Business Writing: Letter

@{8%H#1E  Students will be able to : review and learn related vocabulary in business writing, and be famil
5 ®FE (604)) Warm up vocabulary drills, lecture

@{ER (30%) Application activity and review pertinent materials

Note: Content is subject to changes.

r with the writing style for business letters. (E1, H1, I1, K1, K2)

©E%5—< Business Writing: Reports
@{E£ME  Students will be able to : review and learn related vocabulary in business writing, and be familiar with the writing style for reports. (E1, H1, 11, K1, K2)
6 ®FE (604)) Warm up vocabulary drills, lecture

@{EE (30%3) Application activity and review pertinent materials

Note: Content is subject to changes.

DIgE57—<  Midterm Test

@ESME  Students will be able to : review what was learned in the previous lessons; answer the test with confidence (E1, H1, 11, K1, K2)
7 @FB (1553) Participate in a review activity.

@EB (75%3) Answer the test

Note: Content is subject to changes.

D#E%5—T Business Presentations: Introduction

@EEME Students will be able to : learn related vocabulary to the topic and relate them to real-life situations; participate actively in open discussion activities. (E1, H1, I1, K1, K2)
8 @FE (30%) Look up the meaning of unfamiliar words and listen to a quick lecture and overview of the lesson.

@ (605)) Review material and what has been discussed, tackled, and implemented in the class.

Note: Content is subject to changes.

©#8%5— < Business Presentations: Persuasive

@EMTE  Students will be able to : review what was learned in the previous lesson and apply them in a real-lfe situation. Participate in a culminating activity for the topic. (E1, H1, 1, K1, K2)
9 @FE (6043) Practice conversation strategies related to the topic and come up with your own unique situations.

@A (304)) Review material and what has been discussed, tackled, and implemented in the class.

Note: Content is subject to changes.

©#%5 — Business Presentations: Practice

@{EIE  Students will be able to : Apply what has been learned in previous lessons through a practice presentation (E1, H1, I1, K1, K2)
10 @FB (304)) Review relevant concepts and prepare for their turn.

@3 (60%) Listen to classmate presentations and evaluate them based on a set criterial; give a presentation and listen to feedback
Note: Content is subject to changes.

@#%5 — Business Project: Introduction

@ENIEE  Students will be able to : learn pertinent information on the topi
1 @FE (304) Listen to the lecture and ask questions.

@3 (60%) Start planning for the project.

Note: Content is subject to changes.

start planning for the finals. (E1, H1, 11, K1, K2)

(©#%5— Business Project: Planning Phase

@{ERIE  Students will be able to : learn ways to improve their written task and submit a draft (E1, H1, I1, K1, K2)
12 @FH (304)) Listen to reminders and review some words pertinent to the project

@EE (60%9) Focus on making their business project draft

Note: Content is subject to changes.

O -7 ess Project: Final Revision

@IFSHIE  Students will be able to : learn ways to improve their written task and submit a final draft (E1, H1, I1, K1, K2)
13 @F& (60%)) Focus on making their business project draft

@8 (30%)) Listen to feedback and final reminders for the final assessment

Note: Content is subject to changes.

%>~ Final Assessment: Business Presentation
@IEME  Students will be able to : give a presentation about an original business idea; ask and answer questions appropriately. (E1, H1, T1, K1, K2)
®F& (104)) Understand instructions and final reminders,

@{EE (80%) Give the final assessment task successfully.

8%~ Learning from business tycoons

@fE3%HE  Students will be able to : be familiar with business success stories; learn from the rise and fall of popular businesses. (E1, H1, 11, K1, K2)
15 ®F& (30%9) Look up the meaning of unfamiliar words and listen to a quick lecture and overview of the lesson.

@B (60%) Participate in a discussion and activities.

Note: Content is subject to changes.
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If you have any questions, you may talk to your instructor before or after the lesson. Also, you are welcome to visit the instructor's office.

WAFRLEE

rmsssyl.nihon-u.ac.jp/ext_syllabus/syllabusReferenceContentslnit.do;jsessionid=WLTRzMJRrQXoA8poPxktx0Z0O.kmap2?subjectld=072300032994 &formatCode=1&rowIndex=5&jikanwariSchoolYear=2024

Copyright (c) 2016 NTT DATA KYUSHU CORPORATION. All Rights Reserved.

2/2



