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Business Communications Course

This course has been specifically tailored for professionals workingin the business field who areincreasingly
aware of the need to effectively communicateinspokenandwrittenEnglish.

The course addressesregister and style in spoken English, enabling students to communicate confidently
and effectivelyinconversationsaswellasin givingpresentations and public speeches. Arange of different
skills are addressedincluding formalwriting skills, where register, structure and accuracy are equally impor-
tant, aswellas modernemail etiquette.

Stimulating and contemporary classroom materials will be examined and there will be the opportunity to ex-
plore your ownindividual areas of interest and specific needs.

Whois this course for?
This courseis designed specifically for professionals already workingin arange of different business fields.

What are the course requirements?

We ask that youcomplete ashort Needs Analysis. We may also ask foranonline video assessment (eg.
Skype) toestablish yourmotivations and goals and to ascertain your level of English (B2 Upper Intermedi-
ateoraboveisideal).

How long canl take this course for?

Thecourseisasflexibleasyouneedit tobe. Youcantakeit foraslittleas 1 week orforseveral months.
Classes beginon the first Monday of any month and you can choose a time that is convenient to you-amorn-
ingclass(9.15-12.30) oranafternoonclass (12.40-16.35), oracombination of both.

What topics are covered in this course?
Spoken communication

Tone, registerandstyle

Giving presentations

Having discussion

~ Writingemails
Wri reparts
Wntlng i
Proofi ng liting and self-correction

Understandin;cj*telephéneconvers ions
Understanding wri ttef'?'articfes/ reports
J .
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With aparticular emphasis onusing English, bothinwriting and speaking, you will feele onfident: X-
pertiseinbusinessis being communicatedto the very highest standard once completing the Business Com-
munications Course.
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