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Practical Business English

This course is designed for learners who are interested in strengthening their overall oral and
written communication skills for the workplace.

Learners will develop a range of practical skills to further enhance their English ability, including:

Speaking

e Communicating in real life contexts of workplace situations

Building relevant and important business vocabulary to support communication
Teamwork activities to enhance cooperation and interaction with peers
Communicate ideas and opinions to improve workplace settings

Develop overall pronunciation skills

Writing

e Writing all major forms of workplace correspondence

¢ Developing coherent and organised text

e Developing language structures to communicate intention and purpose

e Building appropriate and accurate business vocabulary into formal text types
e Communicating clearly, concisely and with clarity (the 3 C’s)

All business English tasks and activities are practical and are based on real-life workplace contexts. The level of
communication and interaction is high, thereby enabling learners to quickly develop essential oral and written skills.
All our instructors are native English speakers from The United States of America, Australia and the UK.
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Module No
M1 (1.5hr)

M2 (1.5hr)
M3 (1.5hr)
M4 (1.5hr)
M5 (1.5hr)

M6 (1.5hr)
M7 (1.5hr)
M8 (1.5hr)
M9 (1.5hr)
M10 (1.5hr)
M11 (1.5hn)

M12 (1.5hr)
M13 (1.5hr)
M14 (1.5hr)
M15 (1.5hr)
M16 (1.5hr)
M17 (1.5hr)
M18 (1.5hr)

M19 (1.5hn)
M20 (1.5hr)
M21 (1.5hr)
M22 (1.5hr)
M23 (1.5hr)
M24 (1.5hr)
M25 (1.5hr)

M26 (1.5hr)

Increase your chances for job promotion!

Topics

Presentation skills - Introducing your
company & products

Writing Reports (Part 1)
Writing Reports (Part 2)
Writing Business Letters

Writing Notices

Writing a Minutes of Meeting
Writing Resignation Letters
Negotiation Skills
Leadership Skills

Stressed to the limit

Introductions — when you meet someone
for the first time

Cultural Perspectives

Your Workplace & Workplace Changes
Professionalism/Ethics in the Workplace
Writing E-mails (Part 1)

Writing E-mails (Part 2)

Reviewing a CV/Resume

Customer Care

Writing an Application Letter
Talking about Products/Brands
Using Idioms in Business

Oral Presentations (Part 1)

Oral Presentations (Part 2)
Business networking

Job Description and Satisfaction

Decision-making

Language Focus

Grammar: Prepositions, Vocabulary

Writing + Format + Structure
Writing + Format + Structure
Structure / Professional tone + Style

Writing + Format + Structure +
Vocabulary

Grammar: Reported Speech
Speaking + Listening
Idiomatic Expressions
Grammar: Relative Clauses
Speaking + Vocabulary

Grammar: Formal / Informal Register

Modals of Advice / Obligation
Grammar: Present Simple / Perfect
Speaking + Vocabulary

Writing + Format + Structure
Writing + Format + Structure
Structure / Formatting / Vocabulary

Writing + Format + Structure +
Vocabulary

Structure / Formatting / Vocabulary
Grammar: Present Simple / Cont.
Speaking + Listening
Speaking + Listening
Speaking + Listening
Speaking + Listening

Speaking + Listening, use of ‘can't'
and 'haven't'

Speaking + Vocabulary
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Practical Business English

Monday Tuesday Wednesday  Thursday Friday Sat
7-8:30pm 7-8:30pm 7-8:30pm 7-8:30pm 7-8:30pm 2:30-4pm
Date 2-May 3-Ma 4-Ma 5-Ma 6-May
Module No.
Date 9-May 10-May 11-Ma 12-Ma 13-May 14-Ma
Module No. The Buddha's Birthday
Date 16-May 17-Ma 18-Ma 19-Ma 20-May 21-Ma
Module No.
Date 23-May 24-Ma 25-Ma 26-Ma 27-May 28-Ma
Module No.
Date 30-May 31-Ma
Module No.
Monday Tuesday Wednesday Thursday Friday Sat
7-8:30pm 7-8:30pm 7-8:30pm 7-8:30pm 7-8:30pm 2:30-4pm
Date 1-Jun 2-Jun 3-Jun 4-Jun
Module No.
Date 6-Jun 7-Jun 8-Jun 9-Jun 10-Jun 11-Jun
Module No.
Date 13-Jun 14-Jun 15-Jun 16-Jun 17-Jun 18-Jun
Module No.
Date 20-Jun 21-Jun 22-Jun 23-Jun 24-Jun 25-Jun
Module No.
Date 27-Jun 28-Jun 29-Jun 30-Jun
Module No.

|No Classes |
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Practical Business English

Monday Tuesday Wednesday  Thursday Friday Sat
7-8:30pm 7-8:30pm 7-8:30pm 7-8:30pm 7-8:30pm 2:30-4pm
Date 1-Jul 2-Jul
Module No.
Date 4-Jul 5-Jul 6-Jul 7-Jul 8-Jul 9-Jul
Module No.
Date 11-Jul 12-Jul 13-Jul 14-Jul 15-Jul 16-Jul
Module No.
Date 18-Jul 19-Jul 20-Jul 21-Jul 22-Jul 23-Jul
Module No.
Date 25-Jul 26-Jul 27-Jul 28-Jul 29-Jul 30-Jul
Module No.

Monday Tuesday Wednesday Thursday Friday Sat
7-8:30pm 7-8:30pm 7-8:30pm 7-8:30pm 7-8:30pm 2:30-4pm
Date 1-Aug 2-Au 3-Au 4-Au 5-Aug 6-Au
Module No.
Date 8-Aug 9-Au 10-Au 11-Au 12-Aug 13-Au
Module No.
Date 15-Aug 16-Au 17-Au 18-Au 19-Aug 20-Au
Module No.
Date 21-Aug 22-Au 23-Au 24-Au 25-Aug 26-Au
Module No.
Date 29-Aug 30-Au 31-Au
Module No.

‘No Classes |
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CONTACT 48

Elite English Learning Centre —

1st Floor, Toi Shan Association Building, Leglrl:ﬁngng:r:re
167-169 Hennessy Road, Wanchai, Hong Kong
BaefHEFE]67- 169 ILEBAREE

Tel. E&E 3583 1753
Fax B E 3583 1098
E-mail EEEf  info@hkeel .hk
Website #81t  www.hkeel.hk
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