Business English CS 109                                    October 2001

In this Business Communication course, we are going to study some text-types most common in business in Hong Kong. These are: business letter, facsimile, memorandum, e-mail, business report, resume, job application letter, sales correspondence, and others. In addition, we will also cover some other areas that relate to your career such as job interview. The textbook we are going to use is <Business Writing for Hong Kong>, a pretty good book written by Grahame T. Bilbow. This book is published by Longman Asia Limited in 1997. My copy is a 1998 first reprint. You will get a more updated version when you purchase your book.
Other than learning some of the most common types of business writing, we will have some fun taking turn to explore your oratorical gifts. Each week some of you will come out and give a speech in English in front of the class. You can talk about anything under the sun for five minutes or longer. After the speech, your classmates and myself will ask you some questions. Some of the more common topics in the past include your work, your hobbies, your aspiration, your family, etc. After making their speeches, some talented classmates also performed. We have seen a professional magician, an Olympic quality athlete, a flutist who played flute with his nose, among others. Those who perform will be given additional marks for their performances.
We will have a mid-term and a final exam. Your speech, your performance, attendance and class work will contribute up to 40% of your total marks. The mid-term and the final exams will take care of the other 60%. Specifically, the final exam will account for 40%; the mid-term, 20%; your speech, 20%; performance, 10%; attendance, 5%; and class work, 5%. 

I hope we will learn something new and have some fun together during this course. Oh, by the way, my name is John Mok. Since this is the first class, I would like to know something about you as well. Please spend the next thirty minutes to write a short biography about yourself. Tell me particularly what you most enjoy doing, what gives you the most satisfaction in life, and what you want to learn out of this class. Thank you.

