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_________________________________________________________________________


Aims
This course has the following aims: 

· To familiarize students with the principles and skills of effective business communication learned in CSP108 by directing what they have learned to real life applications.  

· Continue to improve students’ ability to communicate in English by further developing students’ reading, writing, and oral skills. 


Content
This course consists of the following units: 

· Writing, preparing and sending out unsolicited job application letters;

· Job interview techniques;

· Attending actual job interviews when called upon;

· Report writing;

· Oral presentation and discussions;

· Grammar.

Syllabus
For CSP 208, emphasis is placed on applying what students have learned in CSP 108 to real life situations. Each student is asked to write and send out a minimum of five unsolicited job application letters to companies and to get ready to attend job interviews when called upon by the companies. 

Grammar topics constitute the second segment of this course. Generally, a test is given, followed by cross-marking by students. It has been found that with the whole class going through the answers together for something that is graded, students pay keener attention. 


Assessment 
There are continuous graded assignments, class practices and one final examination for the semester.

	2 Job Application letters
	20%

	Resume 
	10%

	5 completed letters and resumes
	10%

	2 Tests
	10%

	Final Examination
	50%

	
	

	
	


Tentative Lecture Schedule

CSP 208

	Week
	Activities
	
	Syllabus Covered

	 1
	Lecture 1
	02/09
	Course introduction; job market and job application.

	 2
	  Lecture 2
	02/16
	Job application letter, solicited application letter.
Assignments: write a solicited application letter.  

	 3
	  Lecture 3
	02/23
	Unsolicited application letter; correct solicited application letter in class (cross-marking). 
Assignment: unsolicited application letter.           

	 4
	  Lecture 4
	03/02
	Resume; correct unsolicited application letter in class (cross-marking).  Assignment: resume.

	 5
	  Lecture 5
	03/09
	Job interview techniques I; correct resume in class (cross-marking).  Assignment: look up addresses of 5 companies.

	 6
	  Lecture 6
	03/16
	Job interview techniques II; letter folding.
Assignment: prepare 5 job letters with addressed envelopes.       

	 7
	Lecture 7
	03/23
	Finalize the letters. Send out job letters.

	 8
	  Lecture 8
	03/30
	Test on job letters and job interview techniques; cross-marking while going through the answers.

	 9
	
	04/06
	Ching Ming Festival Holiday

	 10
	
	04/13
	Easter Holiday

	 11
	  Lecture 9
	04/20
	Online research methodology & internet resources. 

	 12
	  Lecture 10
	04/27
	Report writing, Table of Content.

	 13
	  Lecture 11
	05/04
	Grammar I.

	 14
	  Lecture 12
	05/11
	Grammar II.

	 15
	  Lecture 13
	05/18
	Grammar III.

	 16
	  Lecture 14
	05/25
	Grammar IV

	 17
	  Lecture 15
	06/01
	Test on grammar. Review.

	 18
	  
	06/08
	Final Examination

	 
	 
	
	             

	
	
	
	

	 
	  
	
	

	
	
	
	


Notes
Notes prepared by the lecturer, see www.e2121.com/chuhai/be.

Online Reference

E-books
http://www.e-book.com.au/freebooks.htm (annotated links to free e-books worldwide),
http://2020ok.com/ (links to free e-books by subjects),
www.btinternet.com/~glynhughes/squashed/index.htm (Squashed Philosophers),
http://www.cloudcraft.com/knowledge (100 Best Free Online Book for an Education--listed
   by Will Durant)
http://etext.library.adelaide.edu.au/meta/titles.html (University of Adelaide Library).
Open courseware
www.ocwconsortium.org/index.php?option=com_content&task=view&id=12&Itemid=26
    (a link to open courseware worldwide),
http://ocw.mit.edu/OcwWeb/web/home/home/index.htm (MIT),
http://webcast.berkeley.edu/ (University of California at Berkeley),
http://open.yale.edu/courses/ (Yale University),
http://www.core.org.cn/core/localcourse/course_subject.aspx (open coursewares in China).
Encyclopaedias
www.wikipedia.org, http://www.britannica.com/.
Search engines
www.google.com, www.yahoo.com.

News sites
www.cnn.com, http://news.bbc.co.uk, www.time.com, http://www.nytimes.com/, www.thestandard.com.hk, www.news.gov.hk/en/index.shtml. 
Dictionaries/references
http://www.m-w.com/, http://hk.dictionary.yahoo.com/, http://www.acronymfinder.com/, http://www.babelfish.altavista.com/. 

English learning
http://www.englishclub.com/, http://www.onestopenglish.com/, http://www.world-english.org/listening.htm, http://eleaston.com/world-eng.html#dialect.

Notes
Late assignments will have marks deducted at the rate of 5% a day.  No assignment will be accepted if the submission is more than one week late.

No telephoning during class.
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