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This class will focus on writing and preparation for business situations. We
will be doing things like writing different kinds of letters (requests,
apologies, congratulations, etc.), and planning for job interviews, meetings,
presentations, and daily work life. Expect to write a little bit every day, and
to learn a lot about how to use the written word to create your success.
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Topics

Presentations

Written Communication, Writing & Editing
Résumés and Cover Letters
Writing Statements of Purpose
Job Interview Preparation

Logic & Rhetoric

Business Psychology

Journaling & Organization
Making Notations

Active Listening & Reading
Media Analysis

Mindfulness & Meditation
Organizing Meetings and Groups
Advertising

Class Activities
- Practice writing letters, plans, & notations
- Keep a short daily journal for goal setting, planning, and motivation
- Mock preparation for interviews, meetings, and presentations
- Class & group discussions
- Active listening & active reading practice

- Co-reading and discussing business articles & classic western short
stotries
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This class will focus on influence, leadership, and personal success in
business situations, especially as related to spoken English. We will be
learning skills and ideas that allow us to inspire, give good service, boost
productivity, negotiate for our needs, and create positive relationships.
Expect to do a little group discussion every day, as well as to analyze and
test different ideas about business and communication together.
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Topics

Influence & Public Relations (PR)
Direct Marketing & Sales
Cross-Culture Communication
Leadership

Managing Authority & Hierarchy
Negotiation & Persuasion
Making Conversation
Networking & Working Social Situations
Event Organization
Accountability & Ownership
Western-Style Workplace Values
Western Manners & Etiquette

Class Activities
- Class & group discussions
- Co-reading studies and analyzing their meaning
- View & analyze advertisements and short film clips
- Role plays to practice negotiation and influence skills
- Practice personal goal setting and positive self-talk
- Mock preparation for marketing & sales
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