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Business Communication
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(\JBN Arranging a Meeting [\l Comparing Brands
('PIl Discussing and Agreeing Receiving a Visitor
[l I like it like this Your Company

('\Z3 I have a suggestion [\l The Business Meeting

[\l Checking Progress iI5 B Remote Work and Money

(/[ Exchanging Information il Business Emails
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Company and Job (17l Project Management
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Effective Presentation Skills
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Identifying Objectives and Audience

(w/pre-course) 'Vl Using Visuals for Impact

Presentation Planning Persuasion and Influence

Focusing Content and Delivery Engaging with the Audience

B
Clear and Effective Messaging i)l Summarizing and Concluding
Effective use of Voice BB Managing Q&A

Presentation Transitions i Final Presentation Practice

© EdulinX Corporation. All rights reserved.

mREBA

m B AR
mIERLAN)L

m HERFRHMERSRT]

ZOOMEDRFHRZ AT L7ZFIA
1~6&RI#

A T J5ERD

CEFR A2, TOEIC® L&R 470~

EHARE 1[0] 26508 x 12[E]
gEhlLwX> : 78R x 1-2H

KWREBDHEEL ANV, 1EBZD OFHERE. Ly X E#HE. ZEL(C
JIEUTHRIYAXEJHETT . BRURCTHEHZE0N,

www.edulinx.co.jp



Y. EdulinX

_’ Prospera

Effective Meeting Skills
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Global Meeting Effectiveness (W7l Meeting Facilitation Skills mZEEEE - ZOOMEDLEI IFT LAEFIA
Purposed Focused Meetings Virtual Meeting Strategies mZEBAL 1~6&71#%
LFEEE FA T« T 5B

Active Meeting Participation Handling Difficult Meetings
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Effective Negotiation Skills
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Planning a Negotiation 7@l Bargaining mZEEEE - ZOOMEDLEI IFT LAEFIA
Developing Rapport Clarifying Positions mZEBAL 1~6&71#%
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Exploring Interests Finalizing a Deal
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Global Workplace Essentials
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Asking Permission (Al Giving Feedback
Making Requests Checking Progress
Accepting Requests Reporting Progress
Declining Requests [Vl Dealing with Issues

Giving Instructions BB Giving Advice and Guidance

Apologizing 1Pl Giving a Work Update
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Discussion and Debate Skills
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What is a Discussion? What is a Debate? mZEEEE - ZOOMEDLEI IFT LAEFIA
Sharing an Opinion How to Structure a Debate Argument mEZEAL 1~6&FI#%
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Agreeing with an Opinion Debate lessons from Aristotle
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Disagreeing with an Opinion [V Discussion Forum

How to Initiate a Discussion BB Tips from the Winning Side
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Effective Email Writing Skills
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Basic Email Essentials 1 (\/Al Making Arrangements mSEETLEE

Basic Email Essentials 2 m Writing Effective Follow-up Emails LEE N
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Basic Email Essentials 3 Providing and Requesting Information
Giving an Update [l Managing Attachments and Links
Handling Requests with ‘ITT’ Acknowledging and Confirming

Handling Complaints with 'SPAA’
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Effective Meeting Minutes Writing
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ETEERELNE LR 8 Mock Test ¥¥3 Working With Multiple Sets of Data

Reviewing Assessment Criteria Part 4: Explaining Bar Charts

Planning Your Answer

Improving Your Responses 23
Part 1: Interview Part 2: Reading Aloud

Part 1: Interview (Grammar Review) Supporting Your Answers

Analyzing Questions 6

Improving your Responses
Part 3: Presentation

Improving Your Responses 24

Part 3: Presentation Practice Test

o

Improving Your Delivery

Planning Your Answer 11

Part 4: Presentation with visual information Mock Test

Improving Your Responses ikl Explaining Line Graphs

Planning Your Answer
Part 5: Communication Activity

N

Explaining Pie Graphs N Tailoring Your Language

Planning Your Answer
Part 1: Interview

Forming Effective Answers

Part 5: Communication Activity Understanding Questions
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Structuring your Responses ¥ Practice Test PAM Developing Your Responses
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(1Pl Asking, Answering Questions Handling Numbers
(1cl Talking About Your Company Email Writing Tips
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New People

Teamwork

Asking Questions

Discussing Things in Common

Stereotypes

Weather and Climate
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Understanding Presentations

Workspace

Eating Out

I'm Not Sure

Saying Sorry

It's a Deal
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Welcome to the Team Managing Meetings
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Business Protocol iB B Negotiations

Cross-cultural Communication il Closing a Deal
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il Business ethics

E Conflict of interest
Contracts

m Corporate crime
m Cultural know-how

W Complaining and apologizing Describing workers

(1Pl Business phrasal verbs
(1l Company and job

(IZ3 Company policies
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