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(3 “v#p : The schedule is only served as a GUIDELINE and changes may happen
according to the actual circumstances at the time when the course commences.)
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¥ 1% Introduction Course description I | w2
and requirement Ell
% 23t | Elements of ajob | Discourse reading & | 3#4: ~ # | & #
search listening T/
£ 3t
% 3iF | About “ME”. Do I know myself? i aE | o
Job postings I. Job postings sites and | ¢/
sources e~ 2
% 43 | Job postings II. Language of job P | o2
postings T/
£~ 3t
% 51 | Sample job Viewing and M |G
postings choosing e/
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% 6% | Individual “My SWOT” o 32
presentation
% 73 | Jobapplications | Related language B3
and forms
% 81 | Sample I: job Viewing and o P2
description and analyzing
application
¥ 9% Midterm test Midterm test h P2
% 10 i | Sample 2: job Viewing and o P
description and analyzing.
application
% 11 i | About “ME” Does the position suit o P2
again me?
How can I introduce
myself?
% 12 ¥ | Written report My autobiography o 3%
and resume/CV
% 13 i¥ | Job interviews: Common Q/As S
overview
¥ 14 1 | Language of job | Useful expressions P
interview
% 153F | Job interviews Do they work in my P
skills field?
% 16 ¥ | Interviewers and | What do they have in w ¥
interviewees mind?
¥ 17 % | Mock group Mock group LIS
interview I. interview .
¥ 18 &% | Mock group Mock group LIS
interview II. interview II.

PREFFEA LT FCERERRKFFART I CLE)

BEBYHE

AR EAR

KEF S

BYEE N

iz T S

O34z & & : Course requirements
*Learners are encouraged to be free to self-challenge.
*Learners are required to attend numerous practice or discussion either in or after class.
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*No make-up tests and tasks allowed.

O = % ¥ ¥ ' Grading policy
M3 ¢ ¥ Midterm exam 20%
B * ¢ Final exam 20%
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©%% 2 p &8 Y Tk Text books and learning resources

1. Mascull, Bill. (2002). Business Vocabulary in Use. Cambridge University Press.
https://epdf.pub/business-vocabulary-in-use.html

2. Kudo, Tae & Corsini, Mike. (2013). First Steps to Your Career. Cengage Learning.
3. “How to Write an Effective Resume?” the balance careers

https://www.thebalancecareers.com/job-resumes-4161923
4. “Job Interview Questions and Answers” ThoughtCo

https://www.thoughtco.com/job-interview-questions-and-answers-1210232
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according to the actual circumstances at the time when the course commences.
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