International Language Centre

Course Agenda
Course Name: Business English
Field: Secretary English 
Duration: 20 hours

Course content:

Business conversation:

1. Greetings

2. Introduction skill
3. Meeting arrangement

4. Air-ticket booking

5. Business lunch booking
6. Telephone language and skills

7. Welcoming and entertaining visitors
8. After-Work Socializing with colleagues and clients
9. Answering business correspondence - letters, e-mails and faxes
10. Soften conversation and negative reply skills
11. Persuade and convince skills

12. Social Conversation with colleagues and boss skills
13. Difficult Speakers handling skills
14. International Business Communication
15. Successful presentation skills

16. Table, graphic analyzing

17. Paper work English

18. Difficult clients and complaints handling skills

19. Typical Conversation Situations

20. Conversation Strategies

21. Situation description techniques

22. Dilemma solving

23. Mathematics and calculation in workplace

24. Unexpected event handling

25. Practical situation training

26. Time management

27. Apologizing

28. Ask and answering questions
29. News reporting

30. Business idioms

31. Strategically Using Vague Language
Vocabulary building

1. Vocabulary Improvement

2. General financial and business vocabulary
3. Situational Vocabulary
Pronunciation training

1. Effective international phoning
