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ENHANCE THE
COMMUNICATION
PROCESSES IN YOUR
BUSINESS.

INSTRUCTORS OUTLINE

Reading Speaking
- reading a variety of business texts - giving, justifying and discussing your
- developing prediction, skimming and opinions on different business topics
scanning skills - developing confidence, fluency and
- understanding meaning from context accuracy
- taking notes on important -presentations in Week 5 and 8/9.
information
Writing
- learning to write business letters,
emails, memos, and reports
- developing self-correcting and editing
strategies
- writing with greater accuracy, and
more sophisticated sentences and
vocabulary
- improving your CV and written job
applications
Listening
- following and understanding
information from discussions,
presentations, news reports, company
visits and business excursions
- developing note-taking skills
- identifying the attitude of speakers
talking about different business
concepts






