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Business English 1
An introductory course providing basic knowledge of business with concentration
on inter-office communication. Variety of business terminology and expressions are introduced
through related topics, i.e. office organization, staff and duty, telephoning, making arrangements and
appointments, social contact, business correspondence in the office (memo, notes, notices,

announcements), letters of inquiry, quotation, and ordering, applying for a job.
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Business English 2
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This course is continuation of Business English 1. This will include a study of
English used in correspondence dealing with complaints, letters of acknowledgement (granted and
refused), letters of banking transaction, hotel transactions, company reports, promotional language

(brochures) on tourism, etc.
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Managerial Accounting
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Organization and Management
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Production Management and Operation
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