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8[mB Word: SmartArty' 5 74v9 BRIIZECT=SmartArtZ B IR  RENTE S K51T15,

OEIE  |Word: XBEHR—IF BHEELTLTL—DER RVU—2iavk, S99~V FoIL— M EEATES LSS,

10[B] B  |Excel:Excel DEKRIRIE T—ADANLEE. ROEENTES LS4 D,

NEE |Excel BRADER BRADAA. BH. @HSEATESES115,

12E]B  |Excel: RDmE T+ FDEXHRE. FHAESEXRE. D —FORENTESLIITH S,

13E B |Excel: SSTHERMER F57DER. k. RIS TESE5145,

14EE | EHEE Excel: J—0Y—tDRMELEBAMERA R FETIL—T BRREBR]. IAVMEANTEDLIIHS,
15EE  |kEED-EH/BEH REE VWAV LREREZLET,

g g [FECHOEECHBNISHL TILEEDRITEO TN SO ARKERH>THAL,
F‘;IH;:*“%‘ T 2L TBERFEo b ARRITERDICE~E, EXDEELTHTARLL,
FTTEE 1 VaU B ERERICHNAEEDHEHIE. EAE AN TSN,

i |EMBHBRAEBLES A,
FHEAE it 00y CHBLET .

ZHEAD [FFTEAAVAVITEBRATHRLL, EQORFE—HT—EHFITOFTLERE—ELDOTY,
Ay— | EIThEE> TN TS A,

(ER%ZHE S -5EE]




HE FORILEA T gjﬁ B Ex i L E #wA pE

(%)
Practice of Computer I = — HABERS 30| BEER & %HA
SF-1-A IRMCETATAUNE AT ATaTsibsa—a—A B 17 (Bif) 1|I2H - B R £IEIREE

[(BEDNEERE] (XEBERROHIBE. MREETIHEN. EOLIGREELERTH0OH ., EERMICEHT D)
Word, Excel, PowerPointZ Fl 1R EEL TWEE T H RFIC/AVIALDFENA. 14—V bDFRAZELBEOHICRY AN TONELLERNET,
BREBRETHIRELERELCLEETY,

[ZIZEB1Z]
<BERmzBEE>
Word: EIRI#% R T. BHATEOMNENDKLSIZHED,
Excel: {t B TRESEBEF DT DERIKLERATEDLSICHS,
PowerPoint: RS A REENTLELT—arTEDLIITHD,

BEEHE WS

1EE |[FVToT—2av BEHAN. USBARDEVALDING, Da—hvhEHERDEIITHD, . SIELT DRE

2[E]  |Word: XEMERL. YA XEE. RENTEDLSITH D, b, BB (ERXER: XFOH) . ZMEVT DREEEN

3[EE  |Word: EEDEA. K. IITDERMNTEDLSITH D, fth, BRI (RN BBRAY) . 8MEVT DREEEN

4EE  |Word: ARUFDEREERBATES LSS, . ALY DRBEEN

S5EE  |[Word: BEA—TLF I, Am1—ROERNTEDLSITHS, i, A(E LT DHEEER

6[E B  |PowerPoint: RS FERERZZV . BIERAGENTEDELSITH D, M. HIMEREH . FEFEO-1(RTTEFLZLERSAF TR

788 PowerPoint : SRRBHIED-2R7 TEIEHELERS A TER)

8@ B PowerPoint: 32 RBHIEQ-1 (F—<BIIZ RS54 Kl{E)

9B  |PowerPoint: BRREEHIVEQ-2(F—<RIIZR 51 FHI{E)

10[E 8 PowerPoint: ZRREHI{E (EREK) Excel: TVRIDEBEEZUV . XFAN. F—FI0)L BEHEDIEAMNTEDL L5124 5, fib, EERIRE

11EIE  |Excel: WAWALRREEATEDLIITHS. . MEME (AL T —1ER)

12EE  |Excel: MAIEE. IS TR TESES(T15, . HEME

13[A1 8  |Excel: RiLMAEEMNTESKITAD, fth, HTRIRE

14E 8 | EFiE excel: B EBIMMNER B L5124 5,
15E B |KFEEDH-EH/FH BET: VLWALWALBREMEELET,

ey | PECHILECHRMMIHL TILEEDRISF>TNEDOHRKEFoTHSL,
E#F;;;i%q ZLCEPE 1L ABRIZEZDICHE~E, EZDEELTHTHRLL,
TEAFE Vo ABELHRICHMNIBROHEE L, EALEAMN TSN,

sy [EMHBERBLES A,
FEE i 100vCEELET .

ZHEAD |FTRAVIAVITENRTRLD, EQEHFE—HRT—EHITOTTLERE—EIDTY .
Ayt—T &S TIBh TIEE L,

(ER&HE-HM-55E]




HEZ BRI I B b xR 1 |Euma ILCERSEESE 22—
(%)
English Converstation I ;Q% — ,;zl?\“ﬂg'ffﬂﬁ 60| AR & HIHA
FE-1-2 IR-MICEZ S AL ] (EA1) 2| B - B IR KEE-1-208 B

(BE0FERS] KXEBRBROHLIZE.MEEZATIEREN. EOLILREEZRRTH0H . EAEMICEEHT D)

English Basics for Work and Everyday Life. Students actively participate in discussions, interactive exercises, creative thinking and group work.

(28]

Course objective. Students will be able to communicate clearly and confidently in English.
They will become more fluent and natural both in and out of the workplace.

L1 A. Speaking: Pronunciation: Phonics AEIOU. How to speak more clearly. B. Writing and discussion: Becoming familiar with

14[E 8

1EH correct sentence structure
2818 L2. A. Telephone English. Making appointments B. Homework topic. Conversation: Australian customs and etiquette.
3\ E L3. A. Conversation: Homework topic. Australian customs and etiquette. B. Basic grammar for fluency: Articles — A, An, The
4[a1 L4. A. Sentence structure. Plural nouns for one thing with 2 parts (glasses, jeans, scissors--*)
5[E B L5. A. Polite English for making requests, asking questions, and giving commands.  B. “Wh” questions and answers. What, why, etc.
6@ B L6. A. Plural and singular “S” endings (work/works, drive drives-:+) Worksheet. She works downtown.
JEE L7. A. Vocabulary building.  Use the pictures to tell a story.  B. Discussion. Story telling — preparation. “My City” worksheet (Intro
for homework topic)
8[mE H L8. A. Discussion for travel English — “My City” B.The differences between speaking & writing in English. Formal and informal Englis
9E B L9. A. English for homestay. Useful phrases and sentences.
L10. A. Speaking and writing. Word choice. Three choices for tone. Positive, negative and neutral. B. How to speak and write
10E1 B ;
clearly with a
11|18 L11. A. Business communications. How to be polite, friendly, professional and confident
12[8]1 B L12. A. English for Interviews. Question and answers x B. English for Interviews Quiz.
13EE L13. A. Email etiquette. Email Dos and Don' ts. B. Discussion. How to write an email using the vocabulary and skills learned in
class.
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English Basics for Work and Everyday Life. A workshop-style conversation class where students develop real-world skills.
Students actively participate in group discussions and exercises, and have the opportunity to practice applying the concepts that are presented in class.

RHT D)

[21=BE]

Course objective. Students will be able to communicate clearly and confidently in English.

They will become more fluent and natural

both in and out of the workplace.

REFE

1EE L1 A. Speaking: Pronunciation: Phonics AEIOU. How to speak more clearly.
correct sentence structure

B. Writing and discussion: Becoming familiar with

2[E1H L2. A. Telephone English.

Making appointments B. Homework topic. Conversation: Australian customs and etiquette.

3E R L3. A. Conversation: Homework topic. Australian customs and etiquette.

B. Basic grammar for fluency: Articles — A, An, The

4B 8 L4. A. Sentence structure.

Plural nouns for one thing with 2 parts (glasses, jeans, scissors:-*)

5[\ L5. A. Polite English for making requests, asking questions, and giving commands.

B. “Wh” questions and answers. What, why, etc.

6@ B L6. A. Plural and singular “

S” endings (work/works, drive drives:-

-) Worksheet. She works downtown.

7EE

for homework topic)

L7. A. Vocabulary building.

Use the pictures to tell a story. B. Discussion. Story telling — preparation. “My City” worksheet (Intro

8[ElH L8. A. Discussion for travel English = “My City”  B.The differences between speaking & writing in English. Formal and informal English

9[a B L9. A. English for homestay. Useful phrases and sentences.

10[E 8

L10. A. Speaking and writing.
clearly with a positive tone.

Word choice. Three choices for tone. Positive, negative and neutral.  B. How to speak and write

11[EH L11. A. Business communications. How to be polite, friendly, professional and confident

12818 L12. A. English for Interviews. Question and answers x B. English for Interviews Quiz.

L13. A. Email etiquette.
class.

13[E 8

Email Dos and Don’ ts. B. Discussion. How to write emails using the vocabulary and skills learned in
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