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- Dr.Scott Smith -

Senior Lecturer over 20 years

of practical experience
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DAY 1  Introduction to Business English Communication (msé‘amsmméunquqsﬁo)

1.1 Introductions (FoansnMu1duNNUSSTDISUAUBENLS)

1.2 Social Etiquette (NS&NN1SE0a1SMUITONNUSSTIO)

1.3 Asking for Clarification and Clarifying (nsSiooua:aeumuvolya)

1.4 How to improve your English-Speaking Skills (InAtANISUSUUSOUMSWANMBIELNNY)
o Workshop / Game - Ice breaker

1.5 Business Dialogue (Unaunuinussio)

1.6 Talking about Your Job (1u:thavAnsiia:unugavnulnagnonaaiinad)

1.7 Telephoning (MsaunuissiowumulnsAwn)

1.8 Dealing with Problems over the Telephone (UrumnwuuagonMsaunuInvinsAwr)
e Workshop / Game - Telephoning game

DAY 2 Successful Meetings (gnowdSovevnisdearsmundonguesiviieardwluius:gu)

2.1 Participating in Meetings (msﬁéouéouTuﬁUs:qu)
2.2 Formal and Informal Meetings (aununlufius:yuaguidumonistaluidunioms)
2.3 Networking (Msasiuiiusdnsnivgsmoluius:yy onosonssio)
2.4 Teleconferencing (msus:yuunulnsAwnua:Feludogsu)
2.5 Appraisals (Us:lUumaﬂ:nueh1§ouaumsdszqu)
o Workshop / Game - Meeting Speaking game
2.6 Impromptu (MmswaauuululninSeu)

DAY 3 Socializing and Negotiating (msuhéf\)ﬂu 113:NSIDSDINBSAVAIINANEINA)

3.1 Being Polite (4Unu1ovNnUsSNaEVANW)

3.2 Establishing Contact (MsashoinSeuiessno Tuamuiniu)

3.3 Small-Talk Strategies (nagnsumsaununlusovioanduseenvius:ansnmu)

3.4 Talking about a Product (1ndnaunistiniaua auAla:usns)

3.5 Discussing Terms and Conditions (35Msasuiedarinunia:doulumo 4lussiio)
3.6 Agreeing and Disagreeing (INATGANISIEAVAIUARIAU)

3.7 Starting and Ending a Negotiation (19s01masavliuuana)

DAY 4 | Successful Presentations (Lnauaviundenis1donnuagoiioaisw)

4.1 Preparing Your Presentation (MsinSgusonaumsiniausviu)
4.2 Structuring Your Presentation (Insvasnovevmstiniauau)
4.3 Introducing Your Presentation (Sumaumstintaus)

4.4 Delivering Your Message (InAdnduansanAnulumstiniaue)
4.5 Using Visual Aids (mslsinganlasoglumstniausagnuiioantuw)
4.6 Concluding (asUdayamsuniduaoeIunoue)

4.7 Handling Questions (38SudauanournuluAUs:uw)
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