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Curriculum: English Workshop for Biz Email & Communication
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Course Title | English Workshop for Biz Email & Communication for Upper Intermediate Adult Learners
WYXt | 20243 128 10€ (2h wFA|IZE = 6A|Zt 6H
Date Tuesday, December 10th, 2024 Duration e =
ZME dEi2 Zdoxtz YGARREA| H 2
Lecturer KIM Taeeun, Ph.D Course Material Handouts created by the lecturer
=38 g HEkE SO, © =2 Lk LHES | By the end of the workshop, participants
EZ U1y MELZ Eof, E7HAIE2 O W& | By th d of th ksh ticipant
S5 QLT will
ISExX o H|EL|A 9= Atsto| Q= ZtzSin Memo | ¢ Write clear, concise, and professional
Objectives HIZL|A o]0 XA 9 9o B business emails for various scenarios.
o H=LA FBLFH oMo Al EFE FWEoz Utilize Al tools  effectively  for
Sl AL bbb B communication tasks.
=85 B
WY | o 5 - =FF 0|4 (TOEIC Speaking or OPIC: NH, IL, IM1,2,3 & IH, or above)
Participants | Anyone with English levels above Upper-Beginner and Intermediate
Zo|A| Zt 22| FH Agenda H| D
Time
ENG(Y2) KOR(Z2) Remarks
L1(50")
1. Business Email Essentials 1. HZHA Ol Y E @4
10:00-10:50
ME He2
s & &2z
L2(70")
2. Practical Email Writing and Editing | 2. &7 H|=L|A O|HY =t o HE
10:50-12:00
12:00-13:00 | Lunch Break HaMA
L3(s07) 3. Leveraging Al Tools for Business 3. Al =& &8% H=L A o|n Y
13:00-13:50 Email & Communication 2 3 ARLAOIM
4. Hant;ilmg Challenging Situations via 4 Ol ASHO| CHAISHS O|0|Q EHA
13:50-15:00 Email Please refer to
the following
G . age for the
) 5. Effective Verbal Business 5. 511'1751.'0_' H| =LA HRLZAHOIM Ejr‘?her details
- s Ol orsly
15:00-16:15 Communication 2o A 257
L6(45")
6. Role-Playing and Mock Practice 6. 4= X 2o =H
16:15-17:00
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Details as per the Lecture Time

ZoAzt ME LHE Ofl Al
Time Details Examples
1. Business Email Essentials
DHIEUA o B a4
* Email Structure: Subject lines, greetings, body, and closings. b Clear Subject Line: "Project Status
=] ] JEH A
L1 (50") - M, oA 22, Oheel 7dY dY Update: November 2024"
* Tonal Adaptations: Understanding when to be formal, > Concise Message: "Please review the
10:00-10:50 semi-formal, or casual. - YAIH, BHHAMAN TP E =F attached file and confirm receipt by
ghtH Friday.”
*  Writing Clear and Concise Emails: Tips on maintaining clarity
without losing formality. - Fetdat HAMEN EQIE |XISHH
ot
2. Practical Email Writing and Editing
D AW HIX|LA Ol Y A S HE
+ Common Business Scenarios: Writing emails for requests, » Request Email: “Could you please send
12 (70" responses, follow-ups, and confirmations. - 24, 8¢, & the updated project files by end of day
ZX|, golg 9Ish ojoY Ay wy Wednesday?”
10:50-12:00 * Polishing Your Drafts: Techniques for editing grammar, tone, > Response Email: “Thank you for the
and format. - 2% £ SAl H7 7|2 update. | have attached the files as
o o . , requested.”
* Peer Review Practice: Participants review each other's drafts
for clarity and tone. - Z7AL 2te] Habdih =0 Cieh 4=
mEs oy
12:00-13:00 | Lunch Break HAAL
3. Leveraging Al Tools for Business Email & Communication
DAl 7S g8 HI=L A oY A A AHRLAOIM
* Overview of Al Tools: Introduction to Al applications like » Email Drafting with Al: “Draft an email
ChatGPT for drafting and editing business emails. - H|Z=L|A to request a project update with a
ol X9t 2t A WY R8T ChatGPTO 22 Al S8 polite tone.”
L3 (50" o = " o
m2 A » Editing Feedback: Using Al to suggest
13:00-13:50 * Practical Applications: How to use Al to generate, correct, improvements in clarity and tone.

and optimize email content. - AIE &&3l0] O|HY RHXE
e, =8, ZHS5= WY

* Guidelines for Effective Use: Best practices for using Al
without compromising professionalism. - 248 {XIstH
AIE A8 ZH Aty
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Time Details Examples
4. Handling Challenging Situations via Email
D 022 2o Mok ojH Y Ay
+ Apologizing and Offering Solutions: Approaching sensitive » Apology: "We apologize for the delay
issues professionally. - BIZtet 2H|0f CHsf TE2XHo 2 and are working to resolve the issue by
L4 (70" Mashe dp next week.”
) ] * Following Up and Confirming: Effective methods to ensure » Declining Request: “Unfortunately, we
13:50-15:00 Clarity and accountability. - 2T} AL H0|= are unable to accommodate your
SpEO| py request due to scheduling constraints.”
L= od
* Expressing Disagreement or Declining Requests: Tactful
phrasing to maintain professionalism. - HE28& {XI5}H
MBS BSts W™
5. Effective Verbal Business Communication
L BIEO HELA FHELHOM BEH 9 U317
* Opening and Closing Conversations: Proper greetings, » Starting a Meeting: “Thank you all for
L5 (757 introductions, and farewells. - Z&3t QIAL A4, ORF 2| joining. Let's get started.”
il » Presenting an Idea: ‘I believe this
15:00-16:15 e Communicating Clearly in Meetings: Tips for presenting ideas apPr'oach will enhance our  process
and active listening. - OFO|C|O] HE M 55X FES 2ot E efficiency.
* Key Phrases and Vocabulary: Useful expressions for common
business interactions. - YHHE QI H=L|A 40| F&%t HH
6. Role-Playing and Practice : &&= 8 2o|2 ™
* Role-Playing Scenarios: Simulated emails and verbal b Responding to an Angry Client
L6 (45" communication exercises based on real-life cases. - &% Practicing calm, professional responses.
=2 S ol O = [m] A
16:15-17-:00 MRS Brgez 2ol R FF ARUAOIE A5 » Requesting Project Updates: How to

* Feedback and Improvement: Facilitator and peer feedback for
continued growth. - ZAtRb FI7tXS7H D EMS S5t fET
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phrase requests clearly and courteously
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