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ISR | Global Business Communication A Spring 2019-2020

%ZMB | To develop fundamental business communication skills
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1. To efficiently manage administrative communication needs in standard English and office lingo by
practical application (knowledge, skills)

2. To develop the cross-cultural awareness needed to communicate appropriately, both verbally and non-
verbally, in the international business world (knowledge, skills)

BBE® | 3. Tobecome cross-culturally proficient in relevant social skills required for cross-cultural networking
EXERE (knowledge, skills)
GERX | 4. To effectively present as well as manage complaints and problems by utilizing formal, polite, and
=) diplomatic communication (knowledge, skills)
To master the ability to objectively check progress and evaluate performance (knowledge, skills)
To effectively present ideas and contribute to discussions in formal and informal cross-cultural business
settings through practical application (knowledge, skills)
7. To actively participate in class and take responsibility for your education by preparing for class (attitude)
CHIZBEDERDFTBIC DNV TERBEINES C ENPNIECDMICSEA LTREU),)
SONEERNS CeEIRERI 1 608) BIHE
Class 1 Class Orientation & “How to Work a Room” (handout) HIVAF/\N—
Class 2 Negotiating (handout) HILRAF/N—
Class 3 Unit 1: Meeting People IV RAF/N—
Class 4 Unit 2: Telephoning HILRAF/N—
Class 5 Unit 3: Schedules and Appointments HILAF/\N—
_ Class 6 Unit 4: Company Performance & Unit Review (1-4) IV RAF/\N—
}iﬁ%f)m Class 7 Unit 5: Products and Services HILAF/\N—
= Class 8 Unit 6: Talking About Decisions IV RAF/N—
Class 9 Unit 7: Complaints and Problems HILRAF/N—
Class 10 Unit 8: Checking Progress & Unit Review (5-8) IV RAF/N—
Class 11 Unit 9: Future Prospects IV AF/\N—
Class 12 Unit 10: Regulations and Advice IV RAF/N—
Class 13 Unit 11: Meetings and Discussions IV RAF/N—
Class 14 Unit 12: Speaking in Public & Unit Review (9-12) HILAF/N—
Class 15 Final Examination & Final Role Play HIVRAF/N—
This course will help develop the skills needed to appropriately and effectively communicate in the international
B business world in English. We will study how different customs and cultures across the world impact global
communication as well as how to communicate in various types of business scenarios and topics such as
073 negotiating, networking, formal meetings, informal meetings, evaluations, advice, prospects, problems, and
administrative communication.
e formal meetings, informal meetings, evaluation, networking, negotiating, business communication, cross-
F—"—F | cultural understanding, global, international
_ Business Venture 2 Pre-Intermediate by Roger Barnard, OUP, ISBN 978-0-19-457818-9
TFAR You MUST bring the textbook to class the first day.
SE XL | Japanese-English and English-Japanese dictionaries.
Z it handouts
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Active participation (individual) 15 )

Homework (individual) 15 (1), (2), (3), (4), (5), (6), (7)
TOEIC Practice Test (evaluation) (individual) 15 ), (2), (3), (4), (5), (6), (7)
Scenario Role-Play (evaluation) (individual) (pair work) 30 (1), (2), (3), (4), (5), (6), (1)
(group work)

Final Examination (evaluation) (individual) 25 ), (2), (3), (4), (5), (6), (7)

Participation will be assessed by the quality and quantity of your participation. Active participation means you
take notes, listen to others, don’t sleep, don’t text or check Line, contribute to class discussions, and don’t chat
about unrelated topics during pair discussions.

Students are expected to complete homework before class in order to be exposed to the concepts discussed and

g ED L _ _ _
E{bg practiced in class. Preparing for class gives you background knowledge and equips you to understand the
° material.
You need 60 points to pass. 60-69 C, 70-79 B, 80-89 A, 90-100 A+
If you miss more than 4 classes, you will get an E. If you are late three times, this is counted as one absence.
72« X | Office hours will be given at the Work Station of the Center. Refer to the following time schedule:
P )— http://cfle.shimane-u.ac.jp/center/timetable.html Also, by appointment.
ZOft | This class is one of the electives for the English Minor program.
XT3
SUEEEN
F4SN0
BRI
PIRYE?))
Tx
September 20 — None
September 23 — Units 1-4 & Review Units 1-4
Homework i
September 24 — Units 5-6
Due before . . .
September 26 — Units 7-9 & Review Units 5-8
class*

September 27 — Units 10-11
September 30 — Unit 12 & Review Units 9-12 & TOEIC Practice Test screenshot (via email)
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