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1. What is the main purpose for this course:

-To develop the students’ general proficiency in English

-To communicate with others inside and outside the classroom

-To acquire basic communication skills in English

-To learn basic writing skills in English

-To learn how to use basic expressions and structures in English

-To enhance students’ level of reading comprehension
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w= 1¢ | Students will be able to develop the ability to read effective paragraphs 1.1
and different types of formal compositions.
& ylgall 2

»1a | The course is intended to develop skills to compare, contrast, and develop | 2.1
comprehension, , and answerthe questions.. As well as systematically
arrange pertinent information. Emphasis will be placedon abstract and
critical thinking.
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<13 [ The course is intended to develop collaborative work ability in a 31
formalatmosphere. This includes the development of participation,
Leadership, goal setting, and self-reflection.
«- 23 | Use of electronic media and ability tocommunicate in formal writing 3.2
through an email correspondence
A Cle s a7
A Cile gua gall daild Juaty) cilebu
1 [ Introduction and orientation 4
2 | Functions of the Business Office 2
3 | Functions of the Business Office 2
4 | Secretaries and Administrative Assistants 2
5 | Secretaries and Administrative Assistants 2
6 | Holding Meetings and First Mid- Term Test 2
7 | Holding Meetings 2
8 | Internal and External Training 2
9 | Internal and External Training 2
10 | Unemployment 2
11 | Unemployment and Second Mid-Term Test 2
12 | Time Management and Second Mid-Term Test 2
13 | Time Management 2
14 | Revision and Final Exam 2
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Students are tested in | An emphasis willbe Students will be able to
themidterm and final | placed on completing develop theability to read
examswhere they | reading tasks in the effective paragraphsand
produce samples of [ classroom and through different types of formal
the skills learnt. | home assignments. compositions 11
Students also | Individual, group,and '
complete in-class | whole classwork and
quizzes and | discussion will beused
assignments. | in conjunctionwitformal
instruction
cﬂbl.g.d\ 2.0
Students are tested in [ Completion of different | The course is intended to develop
themidterm and final | tasks using these skills skills to compare, contrast, and
examswhere they inclassroom practice develop comprehension, , and
produce samples of and home assignments answerthe questions.. As well as
the skills learnt. in systematically arrange pertinent 21
Students also conjunction with formal information. Emphasis will be
complete in-class instruction. placedon abstract and critical
quizzes and thinking.
assignments
asdl) 3.0
Continuous Emphasis on groupwork in The course is mten_ded o
assessment class andhome deyglop collaborative work
assignments abl_llty in a formalatmosphere.
' This includes the development 31
of participation,
leadership, goal-setting, and self-
reflection.
Direct observation Through class lectures Use of electronic media and ability
and evaluation of and writtenassignments, | tocommunicate in formal writing
assignments students will develop through an email correspondence
the necessary skills to 39
perform at home '
assignments on theinternet
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%25 6-7 week | Mid-Term first Exams 1
%25 11-12 week | Mid-Term second Exams 2
%50 End term | Final Exam 3

D. Ul acall 5 anlSY) aLE Y Akl & Student Academic Counseling and Support
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1. Arrangements for availability of faculty and teaching staff for individual student
consultations andacademic advice. (include amount of time teaching staff are expected to
be available each week)
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English for Business and Management: Suliman Saleem Mazyad
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http://www.nu.edu.sa/web/guest/979.

Xl http://elearning.nu.edu.sa/web/elearning-deanship.
www.almaany.com (English)

X https://www.wordhippo.com

https://echo.nu.edu.sa:8443/ess/portal/section/f9cbc018-07ac-
457b-b380-a0d295063f14
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CD, professional standards or regulations andsoftware.
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Virtual Classroom (& ... BSlaal) cleld ¢y gl cileld (i pidall Ayl jal) cle ) 331 yal)
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Checking and rechecking committee Examination

Re-evaluate all procedures committee Verification
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