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TE A A 1. Business Letter:This course is to prepare students for working in business,
commerce or administration in the future, who may need to correspond in English.
It is particularly suitable for students in Business schools as a result of the fact that
it contains practical exercises to enhance students' hands-on experience.

2. Job-hunting:This course is for students who need to use English during the job
application process. The course is ideal for those new to the world of employment,
the course develops the specialist language knowledge and communication skills
that job-seekers need to apply for and secure jobs.
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EERE Company to Company-A task-based approach to business emails, letters and
faxes, 4 Edition
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ERBEHE 1.Please bring A4-sized paper to the class as a result of that we will be doing lots
of writing.
2.This course will be taught in a full English manner. NO MORE CHINESE!!
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