	南台科技大學98學年度第2期課程資訊

	課程名稱
	職場英文(二)

	課程編碼
	70D23501

	系所代碼
	07

	開課班級
	四技企管二甲 四技企管二乙 

	開課教師
	李政源 

	學分
	2.0

	時數
	2

	上課節次地點
	五7 8 教室S315

	必選修
	選修

	課程概述
	This course is designed to help students understand English for business communication. 

	課程目標
	The course aims to prepare students to take an active role in the global workforce and help students develop the language skills to communication with people. 

	課程大綱
	Payment / Complaints & Responses

Telephoning / Complaints & Responses

Schedules & Appoints / Sales Letters

Company Performance / Sales Letters

Job Hunting Communications

Products & services

Talking about Decisions

Human Resource-Related Communication

Complaints & Problems

Reference Letters

Checking Progress

Future Prospects

Invitations / Giving Directions

Regulations & Advice

Meetings & Discussion

Letters of Apology



	英文大綱
	Payment / Complaints & Responses

Telephoning / Complaints & Responses

Schedules & Appoints / Sales Letters

Company Performance / Sales Letters

Job Hunting Communications

Products & services

Talking about Decisions

Human Resource-Related Communication

Complaints & Problems

Reference Letters

Checking Progress

Future Prospects

Invitations / Giving Directions

Regulations & Advice

Meetings & Discussion

Letters of Apology



	教學方式
	課堂教授,分組討論,

	評量方法
	自行設計測驗,作業／習題練習,課堂討論,課程參與度(出席率),

	指定用書
	Business Venture 2

	參考書籍
	Business Writing -- Skills, Applications, and Practices

by Michelle Witte

	先修科目
	

	教學資源
	網路資料、多媒體檔案、Power Point、BB

	注意事項
	1. 本課程嚴格要求出席率，所有年級學生成績標準都相同

2. 盡量避免非必要之公假，凡是歸類為「課外活動」者一律加重扣分，尤其是各式社團或娛樂性活動

3. 從2010/2/1開始到學期末之間報考外語能力檢定且在學校系統有成績紀錄者期末從優鼓勵

4. 本課程嚴格要求使用正版書籍，包括旁聽生

	全程外語授課
	0

	授課語言1
	華語

	授課語言2
	英語

	輔導考照1
	

	輔導考照2
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