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MYIDINGHFIND 1 3(3-0-6)
Business English 1

A four-skill introductory course providing basic knowledge of business
concentrating on inter-office communication. Introduction of variety of business
terminology and expressions through related topics which include office
organization, telephoning, making arrangements and appointments, social
contacts, business correspondences in the office (memos, notes, notices,

announcements), letters of inquiry, quotations and ordering.
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Business English 2

Provide a chance to explore business world-wide with concentration on
domestic and international trade. Emphasis on import-export, shipping, banking
transactions, hotel transactions, letters of complaint and adjustment, meeting
agendas and minutes, company reports, product descriptions, advertisements and

business articles.
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Human Resource Management
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