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I5t33] Presentations : Present Yourself the Best

 While English presentations will be the target of this course, the skills
acquired do not necessarily apply to this only.

« Personal interaction is always, in a matter of speaking, a presentation
no matter how small the audience.

« It is the goal of this course that learners will leave with the tools
necessary to approach every interaction with confidence and poise.

PLINAY|

« This course will cover seven different Units stretched across 8 weeks. Each week
the learners will plan and give a presentation about certain topics.

+ The learners will find these topics apply directly to their private professional lives.
Each Unit will guide the learners through the process of building an effective and
engaging presentations.

+ At the end of the class, learners will have the opportunity to give a presentation
to an audience.
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Self-Introduction

Introducing Yourself to New Contacts or
Coworkers(XHAlS A2H5H7|)

VR Small Talk (1) In the Reception Area(2|4AM0|A 2] CH3}
Talking to Contacts or Coworkers After a Long
Small Talk (2) Time /lcebreaking Questions(Q2H2t0|| XM= 2E
DICtE Mol CHat 3 OjMiElE = EE)
Discussing Workplace Conditions / Emotions
small Talk (3 (@2 a0 Bt Ch)
Discussing Coworkers / Discussing Hobbies and
-, Small Talk (4) Free Time (/0] ¥ 07} A|Zt0l| CH3t 2 EES 2242
2RFA| Z
thah)
Discussing News and Upcoming Plans
Small Talk (5) / Questions Between Close Coworkers
(FALF YO 22| A=l0f LSt CHS)
Business Talk : 10 X3} AAl
" Office (1) Office Phone Calls (Z X3} 4=Al)
3RHA| Business Talk Working with Coworkers (RIH=Z2t9| &¢)
- Office (2) ee =
Business Talk . Lo
2ol ol 97 oA
" Office (3) Working Online (2201 & 174 &45)
Business Talk Office Devices and Supplies(RIZ0|AM AtE|= 7|A|
- Office (4) ER|LE 2301l CHet thsp
.| Business Talk X5} gl SIAF 5[0
4RIA| Meeting Room (1) Conference Call (M3} & A §]9))
Business Talk 4 rmio] Gl SIAb
" Meeting Room (2) Negotiation (B2 U §Ah
Business Talk oo b
~ Meeting Room (3) Presentation (R %)
SPNON Business Talk Project Report (Z2XE H11)

- The Boss' s Room(1)

Business Talk
- The Boss' s Room(2)

Personnel Evaluation (2IAt 7))
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XHA| o= H 2FH|
Business Talk Applying for Vacation, Early Leave, or Sick
- The Boss’s Room(3) | Leave(¥At, Btxt & &It AE)
- Business Talk =
A . . =& F=H
6XHAl Business Trip (1) Preparing for a Business Trip (B4 &H|)
Business Talk =x o| =ut ol CxF
~ Business Trip (2) Departure and Arrival (BXX|22| &% L X))
Business Talk Hotel Check-in and Check-out
- Business Trip (3) (4 X392 L MF0tR)
- Business Talk : = EAr
. . =X = olE=2
TRl T e Trip ) Transportation (EEX|0A2] WE4T 0|8)
BuSi it Cover Letters and Follow-up Letters
usiness writing (RE7| 4704 @ Eret)
. . Basic Structure / Complaints
Business Exmail(l) | (o0 maof 7= 2% o w0l i x14)
AFA . . -
8XHA Business E-mail(2) Proposals / Requests (M2 2! @& M| ZHA)

Business E-mail(3)

Apologies / Refusals (Afzt &
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