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	系科名稱：   通識教育中心   

	通識科目名稱：通用職場英文 (I)、通用職場英文(II)
英文科目名稱：General Workplace English I 、General Workplace English II

	學年、學期、學分：
	1學年 /上下學期 共4學分

	必修▇  選修□

	先修科目或先備能力：英文I 及英文II

	校核心能力
	關懷服務
	溝通合作
	國際理解
	自主學習
	專業職能
	創新實務
	資訊總整
	問題解決

	百分比
	
	40%
	30%
	30%
	
	
	
	

	一般核心能力
	G1.1
	G1.2
	G1.3
	G2.1
	G2.2
	G3.1
	G3.2
	G4.1
	G4.2
	G5.1
	G5.2
	G6.1
	G6.2
	G7.1
	G7.2
	G8.1
	G8.2

	百分比
	
	
	
	50%
	50%
	50%
	50%
	50%
	50%
	
	
	
	
	
	
	
	

	教學目標： 
This course is to help students to improve their communication skills and to enhance students’ learning interests in international workplace English. 
課程目標在於提升學生國際職場英文溝通能力與啟發學生學習英文的興趣。

Cognitive Domain: They can understand the central idea, purpose, and common context of international workplace vocabulary and phrases under rule-based grammatical constructions.
認知方面：能熟悉國際職場常用的單字、片語、句型、及會話，進而清楚理解職場中所要傳達的訊息。

Psychomotor Domain: It enables students to develop competence in 
understanding, speaking, reading and writing workplace English. Students will be able to apply and employ what they have learnt in the class in the future career.  
技能方面: 培養學生能在國際職場上運用正確的英文表達﹐包括聽、說、讀、寫四方面。 

Affective Domain: It enhances students’ ability to appreciate international workplace culture, and broaden their global views, giving students more confidence and motivation to communicate in workplace.
情意方面：增進學生對國際職場文化的理解，擴大學生的國際視野，啟發他們學習英文的興趣與動機。


	教材大網：
In this course, students are exposed to authentic, natural English 
conversations and readings which facilitate real communication 
opportunities. It will help students build their communicative confidence and competence so that they will be able to communicate effectively in various everyday life and workplace situations.
這個課程的設計主要是讓學生自然而然的接觸情境式的對話與閱讀並提供他們實際運用英文溝通的機會。一系列的課程訓練將幫助學生建立英文溝通的自信與能力，能有效地將所學運用在日常生活與職場上。


	單元主題
	內容綱要
	教學參考節數
	備註

	Looking for a Job  
	· How to write a cover letter & a resume
· Making self-introductions
· Answering job interview questions
· Asking about the job and the company
	6
	

	Meeting for the First Time
	· Greeting visitors
· At the reception
· Making introductions
	6
	

	Telephone Conversations
	· Answering the phone and connecting a caller
· Taking and leaving messages
· Maing an appointment
	6
	

	Office Issues
	· Work Environment and Facilities
· The company’s rules
· Asking for items that one needs
· Working overtime and covering shifts
	6
	

	Meeting
	· Arranging meetings
· Asking for opinions a meeting
· Agreeing and disagreeing in a meeting  
	6
	

	Business E-mails
	· Writing to a supplier
· Replying to an email and giving a quotation
· Answering customer questions
	6
	

	Meeting with Clients
	· Talking about a company’s history
· Giving information about products and services
· Reponding to questions
	6
	

	Making Presentations
	· Reading tables, charts and graphs
· Discussing and explaining tables, charts, and graphs
· Making a presentation to introduce your company 
	6
	

	Business Trips
	· Booking airline trickets
· Reserving a hotel room 
· Checking in and getting through security at the airport
· Ording a meal at a restaurant
	6
	

	Hotel 
	· Making reservations
· Explaining room types and rates
· Checking quests in 
	6
	

	Restaurant
	· Taking reservations
· Welcoming and seating guests
· Taking orders
	6
	

	
	
	
	

	※單元主題：為各項核心能力之彙整
※內容網要：為各項核心能力指標即一般知識、職業知識、態度；專業技術安全知識；專業基礎知識加上補充之知能（表A6中未列，但為達知識或技能的完整性且課程中需教授之能力），撰寫方式係以不含動詞的知能內容方式呈現
※三者之關係：教學目標＞單元主題＞內容網要

	檢核項目
	是否符合

	1.是否將科目名稱、上課時數及學分數填入本表
2.是否將教學目標、綱要名稱或單元名稱填入本表
3.所填入的行業知能是否有考慮學生學習的順序性、邏輯性、連貫性、完整性
4.除了表A6所敘述的行業知能，是否有考慮到其他的知能，以成為一門完整學科
	是   否
是   否
是   否
是   否


填表說明:
1. 將一般及專業理論課程科目名稱、上課時數及學分數填入本表。
2. 欲達成本科目之教學目標，應在大專程度範圍內將其系統知識加入，以成為一門完整學科。例如：要學會乘除則應加入加減之運算的知能才能成為一門完整的學科。
3. 應考慮知識體系(學科)完整性並依學生學習的順序性、邏輯性、連貫性、完整性等特性將表A6中的各該科目應包括之知能填入內容綱要欄中，並擬訂綱要名稱或單元名稱並確立教學目標。
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