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The course consists of 8 units. Each unit has speaking activities that deal with dialogues,
introducing oneself, talking about families. Also the units include pronunciation and listening
with intonation activities. The reading and writing activities concentrate on question writing
biography, E-mail, and writing blog post.
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This is a communication skills course which aims at improving learners’ oral and written
communication skills by providing learners with the language needed to naturally and
confidently communicate in an English speaking workplace environment and real life

situations.
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This course aims to familiarize students with communication techniques used by every office
worker on daily situations through reading, comprehension, patterns, role simulation of
dialogues such as (receiving visitors, answering the telephone, arrangements and appointments,
at the airport, at the bank, at the hotel, ...... etc
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This course aims to orient students to the office environment in small offices and large firms,
and enables them perform secretarial duties effectively in the context of record keeping, filing,
handling the post, meeting, travel arrangements, organization methods, ..... etc
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