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i 2= This course provides an introduction to business
e and technical writing skills as they are used in
drafting emails, memos, resumé, cover letters,
sk CjAr newsletters, research proposals and reports.
g This course highlights the vocabulary and
grammar needed to write clear, concise and
accurate business and technical documents and
messages.
A7b CjAF Bt All departments or any major can join this
program
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Business and Technical Writing: Beginner Level

This course provides an introduction to business and technical
writing skills as they are used in drafting emails, memos, resumé, cover
letters, newsletters, research proposals and reports. This  course
highlights the vocabulary and grammar needed to write clear, concise
and accurate business and technical documents and messages. In
addition, this course supports the use of simple and positive language
in order to avoid confusion in daily communication. The skills learned
in this course are highly valuable in both personal and professional
situations.

The course is designed to assist the participants on how to choose
the correct vocabulary and apply grammar rules to enhance their
technical and business writing skills. Furthermore, this course covers the
following content and activities:

- Description of the importance and purpose of technical and
business writing

- lIdentification of the mechanics, organization and components
of business and technical writing

- Vocabulary building activities to guide participants how to
write in a clear and concise manner

- Grammar practice sets to assist the participants how to writg
accurately and effectively

- An independent self-study activity to further utilize the lessons
learned during the lecture

Upon completion of this course, the participants should be able to:
1. Practice basic techniques for writing effective business and
technical documents
2. Use practical and modern methods for successful business
and technical writing
3.  Apply grammar rules to create accurate and meaningful

¥o| 28 | Lat
written communication
4. Expand vocabulary knowledge to meet the language needs of
business and technical writing
5. Effectively edit and proofread documents and other written
communications for better understanding
6. Demonstrate professionalism by writing in a clear, specifig
and positive manner.
o] olof | 0 $H20| 7T WO O ZIEK )
Teaching and Learning Materials
1. The teaching and learning materials were adapted from
the following sources:
g3t M i. Effective Business Writing by: Carrot Language
M5 =% #E 9 ®Mz2k  Research and Development, 2017
ii. Mindful Technical Writing: An Introduction to the
Fundamentals by: Atkinson and Corbitt, 2021
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- Participants can download PDF materials for
reference.

2. Instructional Design
2.1 Lesson Overview
2.2 Warm — up Activity
2.3 Lecture
2.4 Vocabulary and Grammar Practice Activity
2.5 Independent Self-Study Activity (Homework)
2.6 Review
2.7 Self-Assessment

3. Evaluation Tools
3.1 In-class practice activity
3.2 Independent self-study activity
3.3 Self-assessment worksheet
3.4 Midterm and Final Exams

4. Lecture Period
4.1 Intensive course, Monday to Friday, 15 days
4.2 Regular Course Three times a week (M,W,F)
Two times a week (Tue, Thu)
Once a week for 15 weeks

gz /e 2ed % =it

The development of this course is needed to create a
dynamic and flexible learning environment that matches
the needs of the students. This course can be offered to
support classroom instruction as part of the blended
learning approach. The students need to develop their
writing skill as it is a fundamental requirement for
everyday communication. To fulfill this need, this course
provides the students with modern strategies on how to
write business letters and prepares reports, which areg
considered highly desired workplace skills.

=T AtHKoCW)2 22|
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This course is open to the public who need to
improve their writing skills especially those who are
looking for a job, those who to fulfill their responsibilities
of engaging with other people through written
communication, and those students who need to
supplement their learning materials used in traditional
classroom setting. This course is developed to deliver an
engaging and high quality content material that will be
useful to all participants. This is a more flexible and
dynamic approach which aims to help participants develop
their writing abilities.

This course has the following positive effects to the
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school community.

- The students are benefitted with a dynamic and
flexible learning method that aims to develop and improve
their business and technical writing skills.

- The teachers will also benefit since this course
can be used as a supplementary tool to provide more
knowledge to their students.

- This course is also useful to the university staff
and employees who are having difficulty in their English
writing skills.  With this course, staff and employees can
learn the essential English vocabulary and apply the
grammar rules that can help them write emails, business
letters and prepare reports.

This course brings benefits to the general community,
To those who are looking for a job, this course is highly
useful to learn how to prepare resumé and cover letters,
To those who are already employed or those who areg
managing a business, this course will help them enhance
their business writing skills such as how to write business
letters, newsletters, and business emails. To those who are
in research, this course brings benefits to them by giving
them the methods on drafting research proposals, research
paper for publication and writing their technical reports.

Specific course usage plan for offline and online class
- KOCW registration
- Blended learning
- E-class video lecture
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This course is suitable as open lecture as the
participants can access the course conveniently anytime
Stad and anywhere. The lessons are designed to provide the
= participants with opportunities to have independent
practice and a feedback system through self-assessment
checks.
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4= Business and Technical Writing: Beginner Level

Upon completion of this lesson, the participants should be able to:

1. Practice basic techniques for writing effective business and
technical documents

2. Use practical and modern methods for successful business and
technical writing

3. Apply grammar rules to create accurate and meaningful
written communication
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4. Expand vocabulary knowledge to meet the language needs of
business and technical writing

5. Effectively edit and proofread documents and other written
communications for better understanding

6. Demonstrate professionalism by writing in a clear, specific and
positive manner.

- Effective

Business
Development, 2017

* Mindful Technical Writing: An Introduction to the Fundamentals by;
Atkinson and Corbitt, 2021
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Course Orientation

7-7

Course Overview and
Syllabus Introduction
Purpose and
Importance of
Business and
Technical Writing
Self-Introduction and
wrap-up

RS A
(532 x17f)

=),

PPT &

Principles of Business and

Technical Writing

2-1

Definition, kinds,
characteristics and
principles of
Business and
Technical Writing
Vocabulary: word
families and
collocations
Common grammar
mistakes to avoid in
writing

Py
(792 x 17})

EE(7)

PPT X &

Writing Cover Letters

3-7

Definition,
importance, parts
and steps in writing
cover letters
Vocabulary: formal
vs informal language
Grammar:
subject-verb
agreement

RS A
(692 x17))

EEZ(7)

PPT H|Z

Writing Resumé

4-1

Definition, purpose
and parts of writing
resume

Vocabulary: words to
create positive
impression in
resume

Grammar: Gerunds
and Infinitives

Py
(752 x17})

EE(1)

PPT X &
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Writing Emails

Parts of an email
and guidelines on
email etiquette
Vocabulary:  correct
word choice
Grammar:
verb tenses

correct

2L
(71E2x17})

EE(7)

PPT X &

Writing Office Memos

Definition,
advantages and
parts  of  writing
effective memo and
comparison between
effective and
ineffective memo
Vocabulary: using
prepositions
Grammar:Conjunction

purpose,

2G4
(702 x17)

EEZ(7)

PPT &

Writing  Minutes
Meeting

of the

Definition,
importance, steps
and contents in
writing minutes of
meetings
Vocabulary:
commonly confused
words

Grammar:
coordinating and
subordinating clause

TS A
(682 x17f)

EEZ(7)

PPT &

8-7

E7taA}

XA
(132x17)

7IZ(1)

Google
Form Link
k=

EEZ(7)

PPT A&

/ Recommendation
Letters

Writing Reference Letters

Definitions,
importance, parts
and format in
writing reference
letter

Vocabulary:
pronoun-antecedent
agreement
Grammar: sentence
fragments and
dangling _modifiers

XA
(772 x17H)

EEZ(7)

PPT H

10

Writing Research
Proposals

10-7

Importance, types
and steps to follow
in writing research
proposals
Vocabulary:
synonyms and
antonyms
Grammar: correct

use of punctuation

2L
(632 x17f)

EE(1)

PPT X &
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Sections of writing
research papers
Grammar and writing

N . 232 -
11 | Writing Research Paper | 77-7skills needed for (6525 17}) EZ(1) | PPT X &
each section =
Vocabulary: research
terminologies
Contents, steps and
guidelines in writing
technical reports and
proofreading
. : techniques el = o
- I !
12 |Writing Technical Reports| 72 7Vocabu|ary: orefixes | (6225 171) Z2(1) | PPT A3
and suffixes
Grammar: count
and non-count
nouns
Qualities, types, parts
and steps of writing
manual of
o instructions
Writing Manual of n> : Eva = o
_ . ¢/
13 Instructions 13 7&2?3?;?3' action (69=2x17f) EE(1) | PPT A3
imperatives
Grammar: passive
and active
Pre-writing tips,
steps and various
strategies in writing
newsletters 215} OI AL
14 Writing Newsletters 74-1Nocabulary: o E2(1) | PPT HE
adjectives and (722 x171)
adverbs
Grammar: subject
and object pronouns
Google
= .
i J1ar AL o e Al ZIEI AL Z(1) For%;_é/nk
= = (112x17f) ©
E2(1) | PPT HE
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