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Learners seeking to improve intermediate and upper-intermediate workplace English
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(% #3# T18 | Aiming to develop essential intermediate and upper-intermediate English communication

¥ kAR | skills for the modern workplace, 'English Works for the Office 3' features eight core

72 &R | # | modules, such as personal branding, tech applications, salary negotiation, global

A TH2F 1) | etiquette, e-commerce, and workplace ethics. Through this course, students will learn to
adapt and apply language tools with precision and efficiency in practical business
settings.
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Unit 1: Building a Personal Brand (Part 1)

%* 3 3 (Key Topics): # &4 1 £ #8324 (LinkedIn ~ &
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Explorlng digital branding tools (LinkedIn, professional

blogging, and online portfolio construction)
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Unit 1: Building a Personal Brand (Part 2)
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Drafting personal mission statements and modern resume
design
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Unit 2 Making Business Travel Easy (Part 1)
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International travel planning: Packing strategies, travel
checklists, and airport check-in procedures
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Unit 2: Making Business Travel Easy (Part 2)
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Principles of traveling light and professional business travel
email correspondence
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Unit 3: Supercharging Your Business with Tech (Part 1)
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CIoud computing applications, server management, and

corporate data backup strategies
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Unit 3: Supercharging Your Business with Tech (Part 2)
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Corporate cybersecurity, antivirus software deployment, and
malware prevention awareness
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Unit 4: Negotiating Your Value (Part 1)
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Handling changes in responsibilities, salary negotiation

techniques, and reviewing contract terms

2




115.10.29

H A 4- 25 enip @ (1)

Unit 4: Negotiating Your Value (Part 2)
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Drafting formal salary increase requests and professional
performance self-evaluations
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Comprehensive examination tracking listening, business
vocabulary, and grammar from Units 1-4.
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Unit 5: Understanding Business Customs & Etiquette (Part 1)
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Global cross-cultural nuances (Handshake and gift-giving
etiquettes in Dubai, Brazil, Spain, etc.)
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Unit 5: Understanding Business Customs & Etiquette (Part 2)
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Chinese dining etiquette, business hosting protocols, and
table taboos (e.g., chopstick placement and seating
arrangements)
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Unit 6: Getting Started with E-commerce (Part 1)
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Mobile shopping trends, short-video marketing strategies,
and social commerce integration
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Unit 6: Getting Started with E-commerce (Part 2)
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Comparative analysis of online e-commerce vs. brick-and-
mortar retail, and omnichannel trends
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Unit 7: Doing Business Right: Workplace Ethics (Part 1)
F7oo 2 48 (Key Topics): 324K #-3] (B XA 7 1 add
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Ethical decision-making models (Case studies: handling
misappropriation of funds, honest expense reporting)
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Unit 7: Doing Business Right: Workplace Ethics (Part 2)
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Gender equality, workplace sexual harassment prevention,
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diversity & inclusion (D&lI), and labor rights
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Unlt 8: Developlng Your Own Business (Part 1)
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Dissecting entrepreneurship and global startup case studies
(e.g., Airbnb, Tatcha)
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Unit 8: Developing Your Own Business (Part 2)
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Proposals for co-working space occupancy and
entrepreneurial risk management
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Group presentation delivered in English. Students will
choose either a "Personal Branding Marketing Project” or an
"E-commerce Startup Proposal” to demonstrate their
integrated practical communication and writing skills
developed throughout the course.




