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English for Success is designed for business professionals who need to improve their oral and written communication
skills in a rapid and effective manner. The main focus of this course is to build on the business communication skills you
have accumulated during your work life so as to advance your communication competency and succeed in today's business
environment. Language areas such as grammar accuracy, vocabulary development and oral/written fluency skills will be
fundamental features of this course.
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¢ |ntroductions - when you meet someone for the first time e Developing small talk skills
e (Cultural Perspectives ¢ Business letters and emails
* Presentation skills - Introducing your company & products * Responding to complaint letters
* Your workplace & workplace changes e Successful business writing
¢ Professionalism/Ethics in the Workplace ¢ Writing a cover letter
e CV's - Resume content ¢ Talking about Hong Kong
¢ Discussing everyday topics e Social networking
e Successful Business - going into business? e Superstitions
e Negotiation (and use of idioms) ¢ Job description and job satisfaction
e  Writing a Minutes of Meeting e Decision-making
e Company Notices - presenting information e Current Affairs - Environmental
e | eadership e Current Affairs - Social
¢ Talking about products/brands e Current Affairs - Cultural
¢ |dioms in conversation e Current Affairs - Economics
¢ Expressing opinions e Current Affairs - Educational
e A question about your weekend
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1st Floor, Toi Shan Association Building, 167-16%9 Hennessy Road, Wanchai, Hong Kong For enquiries, please contact us on
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