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Peking University Press ,2014
Excellence in Business Communication ( Thirteenth Edition ) - John V. Thill
Courtland L. Bovée * Pearson Education,2019
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Course introduction iRIEN2B Bilingual Lecture. Chaoxing
1 2 What is BC 55 A1BHEL Case study homework
Discussion Extensive
quiz reading
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l;l%)r%erbal communication JFi% S A& Bilingual Lecture. Chaoxing
2 2 ~ Active listening skill FRESHT S?ZZosjugsi/scussion Ehxotn:aer:vsoirvke
- Cultural differences EIESAIE ; :
M EE quiz reading
Communication technology {EERHY Bilingual Lecture. Chaoxing
3 ) Ethical value of BC H5/4iBAVECIRY | Case study homework
& Video / Discussion | Extensive
quiz reading
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Workplace communication HRIZ4i@ Bilingual Lecture. Chaoxing
4 Case study homework
Video / Discussion | Extensive
quiz reading
Communication in negotiation 74iE Bilingual Lecture. Chaoxing
5 5i%3) Case study homework
Video / Discussion | Extensive
quiz reading
Communication in team [ZIB\JAi& Bilingual Lecture. Chaoxing
6 Case study homework
Video / Discussion | Extensive
quiz reading
Communication in project Il B 4@ Bilingual Lecture. Chaoxing
7 Case study homework
Video / Discussion | Extensive
quiz reading
Communication in meeting SPHIE Bilingual Lecture. Extensive
8 Case study reading
Video / Discussion
quiz
HEEEEBI - Bilingual Lecture. Chaoxing
9 — Analysis of the situation Case study homework
— Gathering information Video / Discussion | Extensive
quiz reading
PHEAE I - Bilingual Lecture. | Chaoxing
10 — Selecting of media and Case study homework
channel Video / Discussion | Extensive
- Adapting to your Audience quiz reading
HEEE I - Bilingual Lecture. Chaoxing
1 - Sentences and Paragraphs Case study homework
- Structure Video / Discussion | Extensive
quiz reading
Communication Etiquette J&EALIY Bilingual Lecture. Chaoxing
12 - Small talk /tabu topics WEP#; | Case study homework
B/ BZ2ER Video / Discussion | Extensive
-  Cultural differences XHER | quiz reading
Group presentation / X3 assessment Chaoxing
X3 E#% Group presentation | homework
13 \
test Extensive
reading
Job search communication >KERJ4iE Bilingual Lecture. Chaoxing
Personal branding BIE$H/ M AMmIE | Case study homework
14 . ' . \
Video / Discussion | Extensive
quiz reading
Writing of a persuasive resume {&Jf | Bilingual Lecture. Chaoxing
15 Personal Profiling MAFEZER Case study homework
Video / Discussion
quiz
Job interview MEIRFIY Bilingual Lecture. Chaoxing
16 Case study homework
Video / Discussion | Extensive
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X1 10% Class Participation
X2 30% chapter tasks on MOOC
X3 30% Business Messaging , persuasive writings
Presentation in Group
X4 30% Personal profiling in English
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