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F—HJT Advertisement (14 BEE)
TEE %R Advertisement; Ways of Advertising

HRERES
— Key Words
I.  expose, expenditure, heading, pervasive, channel, schedule, nuisance,
poster, tempt, sponsor, sportswear, regulation, legislation, maximum, ensure;
I1. benefit, flexibility, paste, scan, edit, slice, synchronize, mute, intrude
— Phrases
I. be exposed to, aim to/at, be subject to, limit to ;
II. turn upside down, transform into, open up, end up
— Useful Structures: as well as, have the right to, make doing sth. easy

BRA R R

— Expressions: Persuasion
FEHER

---Grammar:  -ing and -ed adjectives

— Reading: Language of Advertising
— Basic Writing : Sentence Writing (1)
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28 — B4 57 Business Communication (12 $i&)
THAHESMIR:  Business Communication; Letter Writing Strategy

HERIEE R:

— Key Words:

I. fault, perspective, subconscious, deduce, widget, merit, infatuated,
profoundly, admirable, self-evident, categorise, lure, prospect, premise, script,
tragic;

II. adapt, revise, draft, ignore, overestimate, chunk, digest, universal,
preface, suit, stuffy

— Phrases

I. from sb.’s point of view, more often than not, in question, settle for, be

familiar with, spring sth. upon sb., hold sb.’s attention, appeal to;

II. find fault with, save face, red flag

— Word Study: settle, suppose, convince, pursue, respond

— Useful Structures: far from sth./ doing sth., assuming, see ... as

B IRE
— Expressions: Expressions at the Post Office
ﬁ%xﬁ)ﬁ H
— Grammar: Troublesome Adjectives and Adverbs
— Reading: Leaflet: = Swift Service
— Basic Writing: Sentence Writing (1)

2B =H.JC Organizational Culture (14 $RE)
TERSAH: Organizational Culture

BERIES K-
— Key Words
I. discourse, philosophy, verbally, superior, prize, diversity, sociability, span,
overlap, discipline, factual, compelling, litigation;
II. distinctive, associate, presentation, assembly, egalitarian, alongside,
divisiveness
— Phrases
I. address sb. as ..., be deferential to, work out, be consistent with;
I1. a/one hell of a something
— Word Study: constitute, value, share, enhance, analyze
— Useful Structures: be sensitive to, with emphasis on ..., all but one




SIQU-QR-JW-052 (A0)

1B HZZ R icRE:
— Expressions: Expressing Curiosity & Asking for Information
— Reading: A Case Study:  Are Two Managers Too Many?

— Basic Writing : Topic Sentences

2 A : Grammar: Words or Expressions Denoting Frequency and
Accuracy

EIUUE ST Promotional Mix (14 $RE)
TR %R : Promotional Mix

BERIES K-
— Key Words
I. vary, scatter, brand loyal, disperse, physical, norm, commission,
introductory, entice , exclusive , withdrawal
I. blend, representative , publicity
— Phrases
I. twice as important as , ,,turn to sb,on / by commission,entice somebody
into doing something , prescribe (somebody) something (for something) ,
quit doing something, in action
I. be referred to as, be doomed to, introductory price, high-definition
television, get to do,
— Word Study: available, stock, advance, supplement
— Useful Structures: help develop,as for sb / sth,as is the case with

ey ik gt

— Expressions: Explanation

AR

— Grammar: Position of Adjectives
— Reading: Advertisements for Properties
— Basic Writing : Unity and Coherence

7S IC Public Relations (14 $RE)
THETE %A1 : Public Relations; Methods for Public Relations

BERES A
— Key Words
L. positive, hoax, victim, specialize, recommendation, strength,
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hospitality, convention,  standard, briefing, video, demonstrate;

II. labor union, politician, feature, corporate, survey, lobby, vote,
expansion

— Phrases

I. follow up on, take action, take to, place =~ emphasis on, look to, roll out,
treat . . . to;

I1. keep up with

— Word Study: fake, integrate, emphasis, release, recommend

— Useful Structures: fall under the umbrella of . . . , more than twice as
likely, roll out the red carpet for . . . , serve the needs of .
BB

— Expressions: Expressions at a Hotel

AR

— Grammar: The Use of Pronouns

— Reading: Hotel Brochures

— Basic Writing : Telephone Messages

$F-LH¥IT Working As a Secretary (14 $REY)
THEF S AR : Working As a Secretary

HERIEE R:
— Key Words
I. assertiveness, cautiousness, critically, succinctly, discretion, lengthy,
prioritization, superiors,
II. minutes, correlate, workload, proactive, quarterly, agenda, occurrence,
dictate
— Phrases
I. professional demeanor, a considerable amount of, taking the initiative,
focused on, is privy to, require her to,move through, have a strong eye
for, be respectful of, follow through, be dedicated to, committed
member, keep in the forefront of her mind
II. goesbeyond, long gone are the days when..., top ranking executive,
assuming that
— Word Study: imperative, scheduling, commitment,
— Useful Structures: require doing,keep it confidential,more than one,be
proficient in,

ey ik gt

— Expressions: Receiving Guests
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AR

—Grammar: Direct and Indirect speech; Affirmative Sentences
— Reading: the Communicative Processes
— Basic Writing : Notes

F+EIC Insurance (14 PR
TR &5 Insurance

BERES A
— Key Words
I. liability,predictable, ingest, ,benefits assuring,accumulate,entire,
II. speculation,gambling,

involved,geographically, ,catastrophe,clients,tornad,
statistically,fraction,measurable,sentimental,spouse,executive,offset ,soa
r,illustrate,
alternative
— Phrases
L. insurable risks,mutual companies,physical damage , ,cluttered
aisles, ,group coverage,in case of their premature death,term
insurance,face amount,the insured ,savings and investments,In
contrast,whole life insurance, ,Endowment policies,saving-oriented
II. principle of indemnity, insurability of the risk, affordable coverage,
insured hazard , actual monetary value, become incapacitated., be
intimately tied to, cover their expected payouts, in relation to, cost-
effective, be better off, shift the risk.
—Word Study. insurers, insurance, policies, policyholder, premiums,
beneficiary, cover, coverage, actuary, claim
— Useful Structures: be held responsible for, account for, be entitled
to,
in the event of,

B bR

— Expressions: Conversational strategies

HEHER

—Grammar: Direct and Indirect speech ;Review
— Reading: Insurance Form
— Basic Writing :Fax
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