
教材大綱         

科目名稱（中文）：商務英語會話

        （英文）：BUSINESS ENGLISH CONVERSATION

學分數：

教學目標：針對商業學生及未來管理者達到中間媒介的一種課程設計，透過商業接觸的架構譬如電話、會議、社交、工作面談等，強調實際模擬狀況，實體上的聽與說，與實際工作經驗相結合，更可由學習上獲得文化上之認知與瞭解基本語言的技巧和溝通的方式。

教學注意事項：

(1) 教材之編輯時應注意內容之架構, 以由淺入深循序漸進的方式, 並需與教學       目標互相配合.

(2) 教學時需配合時勢之演變, 以實務配合理論進行講解, 並配合空專的學識基礎與成人進修教育之需要, 以增進學習之效果.

(3) 本課程設計, 採電視教學及廣播教學與面授教學.

(4) 本科目為學期課程, 播講十八講次, 電視教學每講次三十分鐘, 廣播教學每講次二十分鐘.
教材內容：

	單      元
	教    材    綱    要
	備    註

	1. GREETING
	Greetings,  introduction 
	

	2. FIRST MEETING
	Getting information, describe jobs and responsibilities 
	

	3. SOCIAL ENGLISH Ⅰ
	Telephoning , making a reservations 
	

	4. SOCIAL ENGLISH

Ⅱ    
	Offering help , business correspondence 
	

	5. MEETING
	Asking for and give advice, co-operation and competition
	

	6. ARRANGEMENT
	Explain plans , making appointments invitations , fixing a time 
	

	7.MONEH ISSUES
	Withdrawing money , reporting lost check and cards 
	

	8.BUSINESS TRAVEL AND  VISITS
	Rules and regulations , company policy , social customs 
	

	9.JOB AND  INTERVIEW
	Resume , application form 
	

	10. PLANS AHEAD 
	Protects , job routines , conference planning 
	

	11. MARKETING 
	Review , forecasts , research 
	 , 

	12. SUPPLY
	Product features , service 
	

	13. COMPANY 
	Organizations , company profiles , company strengths 
	

	14. SALES AND NEGOTIATION FORM
	Asking for and give advice , co-operation and competition 
	

	15. FUTURE TREND 
	Describing changes , figures and graphs 
	

	16. PROGRESS  UPDATES
	Company's financial results, review and investment portfolio
	

	17. BUSINESS REPORTS 
	Impersonal style , blanced style , product launches 
	

	18. TACKING PROBLEMS 
	Complaining and apologizing , finding a solution 
	

	
	
	


