


Business English Overview

Business English, a special arm of Hong Kong Language Training Center Ltd. (HKLTC), has provided

tailor-made Business English for executives and corporate in-house training in Asia since 1994. All

Business English courses are designed for senior managers whose goal is to study English intensively to

make the rapid progress that results from expert tutoring and specially-designed programs.

Our Business English trainers are highly-qualified and experienced in business and specialized

English. Using modern technology, a variety of methodologies, and a student-centered and content-based

personal approach, each participant’s needs are analyzed, materials are selected or written, and a course

program is designed.

Business English designs courses specifically to fit the needs of our participants. We provide courses in

Business English, a large number of specialized types of English, and English for specific purposes.

1. Tailor-made Course for Managers

Business English focuses on general business language
or on one of a selection of work-focused topics, such as
Finance, Sales, Marketing, Human Resources, Production,

General Management, Logistics, etc.

Specialized English covers such areas as Medicine, Law,
Journalism, Advertising, Banking, Insurance, Engineering,
Petroleum, Automotive Industries, Pharmaceuticals,
Chemicals, Biotechnology, Railways, Accounting,

Auditing, Financial Trading, Aeronautics etc.

2. In-house Corporate Training

Specialized Skills in English are taught in all these
areas; a course can focus intensively on one skill or
several. T ese include: Front Life Stal Communication,
Corresponding, Meetings, Negotiations, Presentations,
Socializing, Attending Conferences, Intercultural
Awareness, Business Travel, Report Writing, Reading

Technical Documents, Job Interviewing, etc.

We guarantee results. Contact Dr. Jason Cross at
852 2834 2168 or e-mail jasoncross@language.com.hk

for a precourse meeting.

Teaching Methodologies

Needs analysis

Goal and
objective
setting

On-going Curriculum
assessment design

Course
conduction

Evaluation and Monitoring. An agreed-upon objective-based performance monitoring system measures the

progress of participants throughout the program.

Teaching Team. HKLTC has a team of committed, talent, qualified Native English Tutors (NET) who specialize

in providing Business English training for senior managers working in various fields in all parts of Asia.

In every course we offer, we follow a procedure that guarantees both that the participants’ abilities suit the
class level and that we meet the objectives of the client company as well as those of the participants. For every

course, our aims are Accuracy, Honesty, Quality, Flexibility, and Fun.
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BUSINESS ENGLISH

English dominates the world of international
banking and finance. Irrespective of the
nationalities of the negotiating or commercial
parties, English is the accepted lingua franca
around the globe. Organisations and their
employees operating in the field of inter-
national finance and banking, therefore, need
to feel confident in their command of banking

and finance English.

HKLTC’s Banking and Finance English programs
are designed to provide you with the key skills,
tools, and terminology to operate effectively
in an international financial environment.
Whether you need assistance with writing fi-
nancial reports in English or need to expand
your command of mergers and acquisitions
language, HKLTC’s team of specialist banking
and finance English trainers is uniquely placed

to assist you.

Banking and
Finance English

Topics available include: Retail Banking
Services, International Markets, Foreign Ex-
change, Credit Control, Investments, Loans,
Trade Finance, Personal Financial Services,

and Mergers and Acquisitions.

Legal English

Our Legal English programs, developed over
many years in close collaboration with our clients,
have assisted lawyers, paralegals, and legal
secretaries to communicate fluently, e(Jciently,

and accurately in Legal English.

In a field as precise as law, it is not enough to
know how the dictionary defines a term or how
to write a clause in a contract. Meaning and use
in context are crucial, and only an experienced
lawyer can convey these with sufficient depth
and accuracy. The consequences of inaccuracy

in law can be extreme!

With this in mind, we employ only dual-
qualified Legal English trainers—lawyers
as well as linguists. Our faculty of Legal English
trainers includes lawyers from such highly
respected firms as Clifford Chance, Baker &
McKenzie, and Linklaters, as well as lecturers
from the legal departments of the University of
Hong Kong, the University of London, Brown
University (US), and the University of York,

Canada.

Tis means that at HKLTC, legal language is
taught at the most precise levels of definition.
Programs available include English for Lawyers,
Drafing Contracts in English, and English for

Legal Secretaries.

In addition to the listed Legal English programs,
we design courses that focus on specific skill
areas such as negotiating, advising, and
advocacy. Over the years we have delivered
training in topics as diverse as Corporate
Finance, Intellectual Property, Construction

Law, and Food and Drugs Administration.

Tailor-made Course for Managers

o
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BUSINESS ENGLISH

Our Business English branch offers insurance
professionals language training in Insurance
English of unparalleled specialisation. Each
Insurance English program is tailored to meet
your and your organisation’s unique require-
ments. Whether you need to improve your
English-language skills in an insurance context
(e.g., communication, business-writing skills,
negotiation) or require a course focused on a
technical insurance subject (e.g., reinsurance,
brokerage, claims, credit insurance, captives,
ART), we can provide you with training to

match.

The key to the success of our Insurance English
programs is our in-house team of Insurance
English trainers. In addition to being quali-
fied and experienced language trainers, our
in-house team members possess many years’
exposure to international insurance. They can
therefore offer you their own practical and
professional real-world knowledge of the in-
surance industry combined with their expertise

as experienced and qualified English trainers.

Insurance English

Training is available either on an open group
basis with the Insurance Industry group
program or as tailored courses for individuals
or in-company teams. Business English has no
greater guarantee of quality than our clients.
With many of the world’s leading organisations
relying on our services, you can be sure of

receiving the results you require.

Diplomatic English

Tailor-made for Embassies in China

For diplomats in every area, effective and
unambiguous communication is vital to estab-
lishing and maintaining successful diplomatic

relations.

Whatever your diplomatic field—representative,
consular, political, legal, commercial, defense,
or cultural—it is not enough simply to speak
English well. To operate at the most effective
diplomatic level, the ability to understand the
subtleties and nuances of the English language
and to communicate with precision, grace, and

confidence is paramount.

Working in this field for more than 10 years,
Business English has extensive experience of
meeting the requirements of the holders of
diplomatic posts. Our Diplomatic English
programs have assisted diplomats worldwide,
from beginner to interpreter level, to com-

municate with subtlety and tact.

Designed in close collaboration with you and
your department, Diplomatic English can fo-
cus on a number of scenarios specific to the role
of a diplomat who is using English as a second
language. These can include: presenting your
country’s position on key issues, meeting with
counterparts, briefing the media, and dealing

with emergency situations.

Q Tailor-made Course for Managers
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BUSINESS ENGLISH

SUPER-INTENSIVE BUSINESS ENGLISH FOR

CORPORATE MANAGERS

Course Introduction

This unique course is for local managers who have international dimensions to their work and require Standard

English as the essential medium of communication. It offers stimulating perspectives on the way the English

language functions so that participants can make the best possible impression on their native-English-speaking

counterparts. Included are many practical tips on how to improve communication across the culture gap, how

to avoid unnecessary culture shock, and, above all, how to acquire the language and enjoy it.

Course Objectives

You will be equipped to cope with challenges confidently when you:

1. Travel abroad on business

2. Work on projects as part of a multinational team

3. Act as a host to English-speaking business partners

4. Communicate from headquarters to subsidiaries, or vice-versa

5. Organize conferences that include a mix of nationalities

6. Build and enhance relationships with your business contacts overseas

Course Content

Session
1. Breaking the Ice

Theme

Conversation

* Greetings

* Small talk

« Social and business culture
« Joint venture

Language Work

« Intonation: interest vs. boredom

* Present-perfect vs past-simple tense
Listening

 Greetings

« Telephone etiquette

Bussiness Skills

Reading & Writing

« Social culture

* Quiz: Test Your Understanding of
the Business Culture

2. Business Meetings Conversation

* Meeting planning
* Business etiquette
» Conversation topics

« \Word stress

» Sentence stress

« Second- and third-conditional
tenses

Reading & Writing

« Australian meetings culture

 Quiz: Test Your Etiquette

Listening

« Introducing new ideas

» Conducting the stages of a meeting
« Structuring the meeting

3' Management Style Conversation » Describing the company

* Company history and profile
* Management culture

4. Presenting Numbers Conversation

« Inflation and exchange rates
« Business mistakes involving
statistics

* Present-perfect simple vs.
continuous tense

Reading & Writing

« Canon company history

» Describing company structure

« Dillerentiating similar numbers

Reading & Writing

« Articles with countable and
uncountable nouns

« Strategy and analysis

Listening

* Power distance in the USA and
Saudi Arabia

* Presenting statistics
 Using visuals

» Mistakes with numbers
Listening

« Exchange rates

Theme

Session

Conversation

» American and Japanese
business culture

 Recorded messages

« Australian aboriginal culture

Business Communication Skills

.B iness Tri : ;
6 BILSINERS 1713 Conversation * Intonation in polite requests * Changing hotel and

« Traveling for business and
culture

» Coping with dilJcult travel
situations

* T e Olympics

 Holidays

7' USP- Products Conversation = Word stress in verbs and nouns * Selling the product

« Developing and describing
products
* T e marketing mix

8. Company Visiting

Conversation

« Visiting dillerent countries

« Sightseeing

 Welcoming visitors to your
country

* \egetarianism

9. Entertaining

Conversation

e Humor

¢ Anecdotes

« Entertaining guests
« Leisure activities

10. Presentation Conversation « Sentences stress « Preparing the presentation

« Factors alJecting the success of
a presentation

 Families

* Stress

* e-business

11. Performance

Conversation

» National and personal
performance criteria

« Financial statements

« Language of advertising

« Status symbols

12. Negotiating

Conversation

 Negotiating styles in dilerent
cultures

» Apollo moon landings

13' International Trade Conversation « Stressed and unstressed syllables * Complaining and apologizing

* Trade fair
* Bartering

Course Format

Language Work

» Connected speech

» Reported speech

Listening

» Recorded announcements

« Japanese and American business
culture

 Future-simple vs.
future-continuous tense

Reading and Writing

 Business travel- travel/trip/journey

* Passives

« Sequence markers
Reading and Writing
 Product marketing plan

» American and British accents
« Infinitives vs. gerunds
Reading & Writing

» \Welcoming a visitor

« Pitch and intonation

 Question tags

« Past-simple vs. past-perfect vs.
past-continuous tenses

Reading & Writing

* Quiz: Are You the Perfect Guest?

« Telling jokes

* Phrasal/ prepositional verbs

* Pausing for eCect

Listening

* Overview & advice for presentations

Intonation in praise and criticism

* Modes of obligation and permission
Listening

« Evaluating progress

 Reading

* Meeting customer needs

« Pronunciation and spelling dillculties
« First- and second- conditional tenses
Listening

 Negotiating styles

« Putting verbs in the correct form
Listening
* Demonstrating a product

Bussiness Skills

« Telephone skills

« Letters/faxes/e-mails

Reading & Writing

« Avoiding misunderstandings and
achieving business successes

flight reservations
* Renting a car
* Business travel game
Listening
« Giving directions

« Describing processes
« Personal life cycle
Listening

« Product recycling

« Visiting at home and abroad
Listening
« Showing visitors around

« Telling anecdotes
Listening

« Explaining menus

» Afer-dinner conversation
 Hosting at home

 Speaking from notes

» Gaining audience attention:
words and visuals

Reading & Writing

 Presentation prompt card

» Ranking performance criteria

« Profit /loss and balance sheets

Reading & Writing

* Chairman’s statement to
shareholders

Quiz: Test Your Performance

« Pre-negotiation socializing
» Making concessions
 Expressing disagreement
Reading & Writing
 Presenting your case

 Telephone enquiry

o Letter of enquiry

Reading & Writing

* Quiz: Tricks of the Trade
* Responding to complaints

The course can be started at any pre-arranged time for a specified format, either private one-to-one or

in-house group training.
In-house Corporate Training
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BUSINESS ENGLISH

BUSINESS ENGLISH PRESENTATION SKILLS WORKSHOP

Course Introduction

Presentation Skills in Business English is an intensive training program designed to provide cutting-edge
competence in making presentations in standard English. While executives may be experienced in making
presentations, presenting in the English language may be a challenge for non-English speakers. This course
is designed for corporate executives; managers of law firms, accounting firms, banks, and investment houses;

senior government oJcials; members of the diplomatic corps; and decision makers in the education sector.

Course Content

1. Choosing and speaking English words correctly

2. Understanding the English-speaking culture and gestures

3. Communicating success through nonverbal techniques

4. Preparing and delivering a persuasive presentation

5 Developing and demonstrating confidence throughout the presentation
6. Motivating listeners to understand and take action

7. Designing an action-oriented presentation

8. Dealing with difficult questions

9. Anticipating and preventing problems before they occur

A wide variety of presentation topics will be discussed, including:

. Introducing an IPO

. Assessing a merger & acquisition

. Discussing due diligence at board meetings

. Presenting strategies & plans for a joint venture
. Designing speeches for marketing campaigns

. Presenting an annual report to investors

. Interviewing with the media

. Speaking at industry conferences and seminars

© 00 N oo o B~ W N e

. Presenting greetings at annual dinners

Plus workshop language-training sessions on such topics as:

1. Public listing 4. Clearing

2. Cash management

3. Derivatives 6. IT/systems

Course Content
Day One: 09:30-16:00

Morning Sessions: 09:30-12:00

1. Understanding how to start a presentation

2. Learning ten dynamic ways to open a presentation and
gain immediate listener attention

3. Learning how to transition from one part of a presentation to
the next

4. Choosing useful words and phrases for linking ideas

5. Mastering strategies for closing a presentation which
encourage strong next-step action

Afernoon Sessions: 13:00-16:00

1. Creating an elective impromptu presentation:
useful expressions and structuring

2. Preparing and using visual aids

3. Describing graphs, charts, trends, and figures

4. Concluding presentations: summarizing techniques and
language use

5. Conducting a sample presentation

Course Format

5. E-business & information services

Day Two: 09:30-16:00

Morning Sessions: 09:30-12:00

1. Practicing impromptu presentations throughout the session

2. Understanding the importance of body language

3. Learning techniques for emphasizing and minimizing your
message: appropriate tone

4. Developing elective stories, examples, anecdotes, metaphors, and
analogies to emphasize and enhance key points

5. Consolidating presentation skills

Afernoon Sessions: 13:00-16:00

. Giving formal presentations

. Analyzing participants’ individual performances

. Receiving feedback from peers and trainer

. Learning from question-and-answer session

. Giving review & feedback: workshop consolidation

g~ w N

The course can be started at any pre-arranged time for a specified format, either private one-to-one or in-house

group training.

In-house Corporate Training
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BUSINESS ENGLISH

BUSINESS ENGLISH TELEPHONE-SKILLS WORKSHOP

Course Introduction

Developing effective telephone skills even in your native language is not easy, and the challenge becomes greater to

perform well in English when it is not your native tongue. The manner in which your company handles telephone

@ transactions makes the difference between conveying a professional, polished image and producing frustrated,

angry, and confused customers and business associates.

In this course, you will learn and practice methods for giving and receiving information over the telephone logically
and clearly, building rapport, and dealing with difficult callers. Role-play exercises will provide real-life examples
to ensure the course is relevant and applicable to your company’s needs. You will also learn specific ways to boost
efficiency and customer satisfaction. By the end of the course, the telephone can become one of your most powerful

business management and sales tools.

Course Objectives

1. To create the best impression of yourself and your company, and present an image of total customer care

2. To communicate confidently and handle customer calls with courtesy, enthusiasm, and friendly efficiency

3. To handle calls in a structured way, project professionalism through your words and voice, and speak with clarity
4. To manage difficult and aggressive customers and resolve problems successfully

5. To ask the right questions, LISTEN, and deal with inquiries, messages, and complaints effectively

6. To close calls by summarizing outcomes and agreed-upon actions with the caller and by recording details

Course Content
Day One: 09:30-17:00

Morning Sessions: 09:30-12:00

(1) Creating a Professional Image over the Telephone

 Understanding how customers form their impressions

« First and lasting impressions: getting it right!

» Handling the key stages of the call: achieving seamless service
« Sounding professional and confident

e What not to say: avoiding the image-wreckers

Afernoon Sessions: 13:00-16:00

(2) Improving Your Telephone Communication Skills

« Developing your telephone voice

« Learning techniques that aid clear speaking: articulation,
assimilation, rate, pace, inflection

« Examining the diCerence between hearing and listening

« Understanding supportive techniques that enhance listening
skills: empathy and understanding

« Examining techniques: being Courteous, Clear, Colourful,
Concise, Consistent, Correct, and Communicative

Course Format

Day Two: 09:30-17:00

Morning Sessions: 09:30-12:00
(3) Controlling the Telephone Process Confidently

» Making and taking calls: the dos and don'ts

« Being prepared and beginning the call

« Sounding confident and helpful: building rapport

« Dealing with inquiries: getting the facts and controlling the call
« Ending the call

Afernoon Sessions: 13:00-16:00

(4) Handling Problems, Upset Callers, and
DilJcult Customers

« Developing flexibility: handling every call eCectively

« Dealing with complaints and demanding customers:
maintaining a positive approach

« Resolving problems: identifying a process for resolution

The course can be started at any pre-arranged time for a specified format, either private one-to-one or group

in-house training.

In-house Corporate Training
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‘ BUSINESS ENGLISH

BUSINESS ENGLISH CONVERSATION FOR
FRONT-LINE STAFF

Course Introduction

Business English Conversation for Front-line Staff is an intensive training program designed to provide cutting-
edge skills for front-line staff in Standard English. This course focuses on handling both telephone calls and face-
to-face inquiries. It is a highly practical and subject-focused course. Staff will come away with a clear idea of how

to immediately apply what they have learned to their everyday work.

Who it is for:
This course is designed for front-line customer services team working in sectors such as banking, law, account-
ing, finance, hotels, logistics and transportation, telecommunication, information technologies, and international

trading.

Methodologies:

Using tape recordings, and possibly video recordings, the course covers core English-language techniques for:
« Creating a positive impression at the beginning of a call
« Shifting an interview onto a positive footing when it has started off badly
« Saying “no” nicely

« Ending on a positive note

These techniques will be drawn from conventional customer-care, assertiveness, and negotiation-skills training,
selected and presented to conform to the specific kinds of conversations front-line staff deal with. All examples

will relate to the context of the particular industry.

Participants will apply these English-language techniques in practice scenarios that are typical of their working
situation. They will role-play and work together to develop outline scripts that they can away from the course to

use as prompts as they put their techniques into practice.

Course Content

Module

Content

m « Introduction & overview of the tailor-made course

« Responding electively on the telephone

* Reviewing useful phrases for telephoning

« Taking messages & redirecting calls

« Ending a call on the right note

« Using a suitable tone and intonation on the telephone

w « Identifying common mistakes in telephone English

« Dealing with enquiries

« Introducing services, products & activities

» Making suggestions & proposing alternatives
* Role play

m » Handling information-related enquiries over the phone (1)

« Developing questions—direct and indirect
« Clarifying techniques
* Role play

m » Handling information-related enquiries over the phone (2)

« Developing questions—direct and indirect
« Clarifying techniques
* Role play

m « Dealing with enquiries face-to-face

» Demonstrating electively with tool

e Comparisons with telephone English

« Using suitable language, tone, manner, and body language
« Role play

w « Handling customers

 Using and reading?}body language

« Suggesting alternatives

«Making recommendations/suggestions
*Exploring and asking questions

w * Dealing with diJcult customers and complaints

* Checking understanding

« Apologizing & using reassuring language

« Explaining follow-up action(s)

« Olering assistance & suggesting alternatives
* Role Play

Session 8 « Role Plays

Course Format

*Assessment
*Question-and-answer session

The course can be started at any pre-arranged time for a specified format, either private one-to-one or group

in-house training.

In-house Corporate Training
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BUSINESS ENGLISH

BUSINESS ENGLISH FOR CONSULTATIVE SALES SKILLS

These two-day workshops provide participants with the language skill and knowledge to become

valued-added sales consultants to their customers and prospects.

Course Introduction

This intensive, hands-on, exercise-driven workshop teaches skills that boost sales and profitability through an
increased understanding and implementation of the needs-satisfaction sales process. The medium of instruction
can be Chinese, English, or bilingual. Participants learn how to focus on each client’s particular situation, needs,
vision, and the front-line/CRM staff/sales that makes all of these possible, as well as on other opportunities to
increase business. This workshop enables participants to determine how their company and product/service can
provide meaningful value to a client—even in a competitive or saturated market. The classroom exercises, through
industry-specific role-plays, guarantee that every attendee’s performance transfer from the classroom to the real-world,

client-driven environment.

The instructor takes each participant through the step-by-step sales techniques critical to approaching customers
with business solutions and to expanding partnership capabilities. A key component of this workshop is video-
taped role-plays, which provide the participants the opportunity to observe their own individual negotiations.
This process provides direct individual feedback, assuring that each classroom participant implements direct and

immediate behavioral changes in his or her sales approach.

Workshop Modules

The workshop is broken down into several interactive modules. The modules are comprised of group discussions

and case studies. A brief description of each follows.

1. T e Power of Pre-Call Planning.

Knowing what you're getting into before you get into it is a valuable strategy. Discussion of the payols of e[Jcient pre-call planning and
exploration of the critical skills participants need to know before they get face-to-face with a client.

2. How Much Value Do You Bring to Your Customer?

What must you do to ensure your customer feels that you “bring something to the party” and are not just an added expense item? Explora-
tion of five tips and three strategies to enhance the value participants bring to the sales relationship.

3. Are You a Great Business Developer?

Business development, or the ability to bring new business into your organization, is one of the most critical skills for today’s top sales
professionals. Participants engage in an introspective group discussion on how they rank as business-development specialists.

4. Why Selling on Price Isn't Really Selling!

In selling, you want to help your customers base their buying decisions on value, not on price. Exploration of the keys to how to properly
position yourself, your company, and your product to create value in the eyes of your customers. T e focus is on building value so that
price appears insignificant by comparison.

5. How Do Your Customers Make Decisions?

Discussion of ways to help the participants understand the customer’s decision-making process.

6. Principles of Account Maximization.

Exploration of the six principles of maximizing participants’ face-to-face time with their customers.

7. Positioning Yourself to Be a Valuable Resource.

Discussion of how to position yourself based on the four outcome factors of increased profits, increased productivity, reduced cost, and
increased competitive advantage.

8. Negotiation Tactics.

In virtually any negotiation setting, both sides share some similar interest. The challenge is finding out what those interests are!
Exploration of six effective strategies for determining the other side’s interest and negotiating more effectively.

9. Time Management Checklist.

Discussion of methods to organize your time and maximize your daily productivity.

10. Selling in Tough Times.

As the economy continues to wallow in mediocrity, it is increasingly evident that there needs to be a resource for professional salespeople
to refer to as they strive to make sales in the face of dilJcult circumstances. T is module serves as that resource.

Training Results
Participants in the Consultative Sales Skills workshop learn to:

 Take advantage of the importance of a value approach in
building a successful customer partnership

e Demonstrate the face-to-face Relationship Selling process
« Sell long-term relationships rather than price

 Incorporate interviewing skills into the sales process in
lieu of pitching products

e Apply sales techniques appropriate to each buyer and
behavior type

e Understand how to differentiate product/service and
company in a competitive selling environment

e Employ the top ten closing techniques and know when and
how to use them

e Determine opportunities to add value to a client’s business
« Offer creative solutions and options for mutual gain

e Use post-sales measurement to share data with sales
management

e Comprehend when and why buyers buy, to be able to
increase sales

Course Format
The course can be started at any pre-arranged time for a specified format, either private one-to-one or group

in-house training.

@ In-house Corporate Training
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BUSINESS ENGLISH

BUSINESS ENGLISH
JOB INTERVIEW
WORKSHOP

Course Content

Se55|0n SUCEI Interview with Standard Questions

Time: 09:00-12:00

(1) Preparing for an interview

« Highlighting job interview preparation list

 Preparing to make a good impression

« Understanding the typical structure of a job interview

« Finding the best way to break the ice

« Introducing the best part of yourself according to the job requirements

« Developing a personal inventory: building a vocabulary of personal
characteristics

(2) Responding to standard questions ellectively
* Reviewing questions commonly asked in a job interview
» Responding ellectively: concisely, clearly, and logically
 Expressing yourself regarding your education, work experience,
extracurricular activities, and skills related to the potential job oler
* Mastering precise grammatical speech: use of tenses, time expressions,
and phrasing

Session LLCER |nterview with Challenging Questions

Time: 13:00-15:00

(3) Responding to more challenging questions
« Reviewing a list of challenging questions
« Enhancing language development:
possible responses to the “IF” questions
« Learning clarifying techniques
» Getting the right tone in your speech
« Projecting and sounding positive
« Conducting mock interviews and receiving feedback

(4) Interview Role play
« |dentifying a process for resolution
» Acquiring techniques for ending an interview:
asking questions/saying goodbye
* Receiving Individual feedback from trainer
» Receiving peer-group feedback and advice

Course Format

JOB-APPLICATION
LETTERS &
RESUME-WRITING
WORKSHOP

Course Content

Session Three : Preparing a Resume

Time: 16:00-17:00

(1) Preparing your resume

* Guidelines for resume preparation
» Formatting your resume: adding necessary content
« Developing a personal inventory:
building a vocabulary of personal characteristics
« Deciding on relevant and specific content
« Using action verbs

(2) Compiling a resume
« Tailoring your resume to a specific position
« Reviewing the parts of a resume in more detail
« Language/structure for describing education background, professional
achievement, work experience, extracurricular activities, and skills
» Writing practice

SRS NS I \\riting Cover Letters

Time: 17:00-18:00
(3) Writing a cover letter

« Understanding layout and format of job-application letters
« Analyzing parts of a job-application letter

» Opening of a job- application letter

« Describing background and experience

» Ending an application letter

* Avoiding common errors

(4) Wrriting Practice & Feedback
« Review of writing e(Jective resumes & cover letters
« Writing your resume & cover letters
« Receiving individual feedback from trainer
« Receiving peer-group feedback and advice

The course can be started at any pre-arranged time for a specified format, either private one-to-one or in-house

group training.

Charity

“If I speak in the tongues of men and of angels, but have not love, | am a noisy
gong or a clanging cymbal...”Corinthians 13

Photo from the World Vision

Enabling the world’s children to reach their God-given potential
Our culture is to offer quality giving. We believe sponsorship change lives.

Join with the World Vision Organization and share your love.

Tel: 852 2834 2168  Fax: 852 2834 2183  www.language.com.hk
28/F, Soundwill Plaza, 38 Russell Street, Causeway Bay, Hong Kong

In-house Corporate Training
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