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Date /Time

Content

Lecturer

Session 1
Tuesday, 25 April 2023
09.00 a.m. - 12.00 p.m.

Pre — Test & Course-Introduction
- Ice-breaking activities
- Participant informal introductions
- English learning suggestions

- Course Qutline

Mr.Benjamin Moore

(Language Expert)

Session 2
Thursday, 27 April 2023
09.00 a.m. - 12.00 p.m.

Networking
- Talking about your organization and job responsibilities
- Being interested, positive, and interesting when you meet
people for the first time
- What makes you interesting?

- Networking Activities

Mr.Benjamin Moore

(Language Expert)

Session 3
Tuesday, 2 May 2023
09.00 a.m. - 12.00 p.m.

Speaking on the telephone
- Telephone language
- Transferring calls
- Providing Instruction & direction

- Giving directions in TU role play

Mr.Benjamin Moore

(Language Expert)

Session 4
Tuesday, 9 May 2023
09.00 a.m. - 12.00 p.m

Meetings |
- Participating in a meeting
- Asking for a checking information
- Expressing your opinions

- Problem Solving Meeting & Feedback

Mr.Benjamin Moore

(Language Expert)

Session 5
Thursday, 11 May 2023
09.00 a.m. - 12.00 p.m

Meetings Il
- Formal Meetings
- Chairing a meeting

- Meetings task (take turns at being chairperson)

Mr.Benjamin Moore

(Language Expert)




Date /Time

Content

Lecturer

Session 6
Tuesday, 16 May 2023
09.00 a.m. - 12.00 p.m

Master of Ceremonies
- At a conference
- Managing parallel sessions
- Speech of Introduction

- Introduce your celebrity

Mr.Benjamin Moore

(Language Expert)

Session 7
Thursday, 18 May 2023
09.00 a.m. - 12.00 p.m.

Negotiating
- What makes for an effective negotiation?
- Negotiating contracts and fees
- Understanding the other person’s concerns

- Negotiating activities

Mr.Benjamin Moore

(Language Expert)

Session 8
Tuesday, 23 May 2023
09.00 a.m. - 12.00 p.m

Effective Presentation (1)
- Principles of effective presentations
- Presentation experiences sharing
- Technigues to open and close a presentation

Final presentation challenge set

Mr.Benjamin Moore

(Language Expert)

Session 9
Thursday, 25 May 2023
09.00 a.m. - 12.00 p.m.

Effective Presentation (2)
- Making messages clear
- How to use visual aids successfully

- How to present facts and figures

Mr.Benjamin Moore

(Language Expert)

Session 10
Tuesday, 30 May 2023
09.00 a.m. - 12.00 p.m

Presentation day & Mini conference

- Final participant presentations
- MC for each session

- Question & answer

Mr.Benjamin Moore

(Language Expert)

Session 11
Tuesday, 6 June 2023
09.00 a.m. - 12.00 p.m

Post - Test

Mr.Benjamin Moore

(Language Expert)

Coffee Break: 10.30 - 10.45 a.m. (15 minute)
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