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M. HENEREHAE

W HE— Job Interview (4 2%zH})

1. #EENE

® VWhat preparations should a candidate make before the job interview
® [nappropriate questions from interviewees.
® Role—play about the job interview.



2\ %)ﬁ\ XE‘){_:_I:

H 5 Make preparations about the job interview.
M S Learn to write Curriculum Vitae
WH_ On the Phone (4 2B

1. #EAE

® Ask to be connected and connect the caller
® How to leave the message

® How to deal with problems by phone
2\ %)ﬁ\ XE‘){_:_X:

H &: Know about how to answer the phone and leave the message.

M. Learn to deal with different problems when telephone someone

INE= Business Travel-Booking Airline Tickets (4 Z28))

1. #EENE

® FEnquire about flights and reserve airplane tickets.

® How to book an airline ticket.

2\ %)ﬁ\ XE‘){_:_X:

H 5. Words and expressions for booking an airline ticket.
MRS : to know how to book an airline ticket properly.
INEPY Business Travel-Booking Hotel Rooms (4 Z£5})

1. #EENE

® FEnquire about flights and reserve airplane tickets.

® How to book an airline ticket.

2\ %)ﬁ\ XE‘){_:_X:

H ;. Words and expressions for booking a hotel room.
M. to know how to book a hotel room properly.
MEF Business Travel-Checking in at the Airplane

1. #EENE

® To learn about how to check in at the airport.

® To learn about how to ask for service on the airplane.

2\ %)ﬁ\ XE‘){_:_X:

H ;. Words and expressions for checking in at the airport.

(4 2215



MRS : to know how to communicate with people at the airport as well asa on

the airplane.
TiH7S Business Travel-Going through Customs (4 Z5)

1. #EENE

® [carn about how to go through customs at the airport.

® [ecarn about how to communicate people at the airport.

2. FL A
H i Words and expressions for going through customs at the airport.

MRS : to know how to communicate with people at the airport.

mE+t Business Travel-Receiving People at the Airport (4 Z5})

1. #ENE
® [carn about how to receive people at the airport and how to send them to the

hotel.
® Jecarn about how to send them to the hotel.

2\ %)ﬁ\ XE‘){_:_I:

H 5. Words and expressions for receiving people at the airport.
MEKG: to know the etiquette required for receiving people at the airport.
TiH )\ Receiving Visitors (4 228F)

1. #EAE

® Receive business visitors who have an appointment.

® \Meet visitors at the airport.
® Participate in small talk about travel, weather or accommodation.
2. FE AL AE

H /: Know about procedures involved when receiving business visitors.

M : Small talks about travel, weather or accommodation.

BE N  Business Dinner (4 225)

1. #EENE

® [nvite business associates to dinner.

® Order western food and Chinese food.

® Propose a toast during the dinner.



2\ %)ﬁ\ XE‘){_:_X:

H /5. Basic dinner-related vocabulary.

ME 15 . Effectively use some communication skills to invite associates to
dinner.

WE+ Company Presentations (4 Z£8%)

1. #EAE

® Describe a company

® C(Company introduction
® Make a short presentation.

2\ %)ﬁ\ XE‘){_:_X:

H 5. Know about how to describe company and make presentation.
M. Identify the structure of a company presentation.
W H-+— Product Presentations (4 )

1. #EAE

® Describe a product
® Compare the features of products.

® Ask for information about products.
2. HEL AR
H 5. Know about how to describe products and make presentation
M. Identify the structure of a product presentation.
NE+= A Factory Tour (4 2B)

1. #EENE

® Asking for samples
® Visiting a factory

® Production line

2\ %)ﬁ\ XE‘){_:_X:
H & How to describe the production facility

M. Carry out an activity of visiting a factory
B H+= Making Enquiries (4 ZRH)

1. #EENE

® Enquiry about price



® Counter-offers

® Commission in business

2\ E){_ﬁ:\ X&/ﬂ_ﬁ:

i 10: Know how to make an enquiry
ME & : Make an offer and respond an offer
WME+PM Negotiating Prices (4 25)
1. #ENE
® Bargaining
® Discount and commission
® Price negotiation
2. HL AR
H 5. Requesting and refusing a price reduction
M. Skills and techniques can be used in price negotiation
TiH+3 Terms of payment (4 21)
1. #ENE
® Basic methods to receive payment for product
® Talking about L/C
® Payment by letter of credit
2. HL AR
H 4. Make a list of the basic elements of an L/C
M. Lump sum payment
WEH+7S Delivery (4 Z£1)
1. #ENE
® The procedure are involved in the delivery of goods in international trades
® Discussing delivery time
® Talking about delivery delays
2. HL AR
H 5. The appropriate attitude toward complaints of delivery delays

M. Dealing with a wrong delivery



TEH-++t Placing an Order (4 2£211)

1. #ENE
® Talking about the order
® Talking about the contract

® C(Confirming a contract

2\ %/I{_i\ XE‘/I{_:_I:

Hi: Distinguish a general order from a mail order and a phone order

M. Identify the differences between an order and a contract

WME+/\ Trade Fairs (4 225)

1. BENE
® Attending trade fairs

® [stablishing business relations
® A trade fair interviews

2. FH AL E
H 5: How to participate in a trade fair

M. Recognize some famous international and domestic trade fairs
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SEEE—. Job Interviews
(—) Aims : 1. Get the students to know how to prepare for an interview and how to answer
questions about personal details and work experience
(=) Contents: Practice the different roles in different activities

SEEE . On the Phone
(—) Aims get the students know how to answer the phone
(=) Contents: 1. Practice answer the phone
2. Practice connect a caller

SEE = book an airline ticket
(—) Aims : Get the students to know how to book an airline ticket.
(=) Contents: 1. enquire about flights
2.learn about conversations taken place for book an airline ticket.
SEEPU. book a hotel room
(—) Aims : Get the students to know how to book a hotel room.
(=) Contents: 1. enquire about hotel rooms
2.learn about conversations taken place for book a hotel room.

SEE Ty check in at the airport

(—) Aims : Get the students to know how to check in at the airport.
Contents: learn to know how to answer or ask questions at the check in desk at the airport.

SEEE 7S go through the customs



(—) Aims : Get the students to know how to go through customs.
Contents: learn to know how to answer or ask questions for going through customs..

SEEEE. receive visitors at the airport
(—) Aims : Get the students to know how to use receive people at the airport.
Contents: to learn about how to make small talks with people at the airport; to know the related
etiquette required for receiving people at the airport.

SEE . Receiving Visitors
(—) Aims : Get the students to know how to understand the procedures involved when receiving
business visitors
(=) Contents: Practise how to receive business visitors who have an appointment

And how to meet visitors at the airport

SE# /L. Business Dinner
(—) Aims : Get the students to know how to understand and use basic dinner-related vocabulary
(=) Contents: Practise the ways of inviting business associates to dinner and order food

SEEE+. Company Presentations
(—) Aims : Get the students to know how to identify the structure of a company presentation
(=) Contents: Practise talk about a company profile and give a brief self-introduction

SEEEF—. Product Presentations
(—) Aims : Get the students to know how to identify the structure of a product presentation
(=) Contents: Practice the ways of describe a product and ask for information about a product.

S+ .. Factory Tour
(—) Aims : Get the students to know how to have a guided plant tour.
(=) Contents: to practice the sentences on how to introduce the related information of the factory to
the visitors.

SEEE = . Make enquiries
(—) Aims : Get the students to know how to make enquiries

(=) Contents: to practice the sentences on how to introduce the products and how to negotiate on

the related conditions when doing business.

SE#1PU . Negotiating prices
(—) Aims : Get the students to know how to negotiation prices with others in business.

(=) Contents: to learn the sentences related in price negotiations.

St F. Terms of payment
(—) Aims : Get the students to know how to negotiate on the terms of payment.

(Z)Contents: to practice the sentences on how to introduce the terms of payment to others and how

to negotiate on this topic.



Stk T7N. Delivery
(—) Aims : Get the students to know how to talk about delivery.

(=) Contents: to practice the sentences on how to introduce ways of delivery and how to negotiate

on the time of delivery.

SE#+. Place an order
(—) Aims : Get the students to know how to place an order.

(=) Contents: to practice the sentences on how to place an order.

sEEk+=/\. Trade fair
(—) Aims : Get the students to know how to have a trade fair

() Contents: to practice the sentences on how to introduce the products and how to negotiate on

the related conditions when doing business.
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