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HAIEHEEE | To improve speaking, listening and writing skills in the workplace.
. gz ey | Participation/Homework=75%
PRATRY AR Tests/Projects=25%
Students must attend at least 60% of classes.
7% AL |Get Ready for Business, Preparing for Work: Book 2
SEE English—Japanese; Japanese—English Dictionary
JEfEIZ Be on time for class. Participate in class.
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Week 1-2 Meeting Styles; Teleconferencing
Weeks 3-4 Non—verbal Communication; Email
Weeks 5-6: Presentations
Weeks 7-8: Resumes
Weeks 9-10: Interviews
Week  11-12: Cultural Mistakes
Week  13: High & Low Context
Week  14: Review
Week  15: Final Exam






