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Presently, English language is widely used in the International Business, yet
communication, especially using English through business for a receptionist is the first step to enter into
the International Business World. Then this Course is particularly designed to instruct for highly
International standard outcome, meanwhile in this course, each participant would develop his/her
English skills therefore being able to implement English Language towards his/her career effectively.
Objective:

Efficient English Communication

Understanding idioms, pronunciation of both American and British styles
Efficient Business English Conversation

Proficient English on leaving and giving messages

Handling complaint with satisfaction outcome
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Understanding of English language: vocabularies, writing, idioms and being able to communicate

promptly and correctly

This course will be included

1. General English

1.1. English Pronunciation for both American Style and British Style
1.2. Understanding the culture of English Language Usage
Handling Telephone Technique

Leaving Message / Note Taking

Business English Conversation

Efficient Handling Complaint

Company’s Information / Profile

Cross — cultural Knowledge
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Translation / Analyzing Sentences

During the training session, all attendants will be encouraged to practice on answering
telephone, leaving and taking message, introducing company as well as company’s profile. All
attendants will be able to handle the complaint, form customers/clients, taking foreign visitors to visit
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the company, coordinating between foreigners and officers. Meanwhile, work shop, conversation and
public speech will be given through the course, this will definitely gain more confident among
participants for highly efficient communication skills.

Teaching Methodology

+ Lecturing / exercises / games / practicing / play roles

Training Duration: 1 day
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Tel 02-1753330, 086-6183752

Fax. 02-9030080 ext.9330
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