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Introduction :

With the presently demanding business environment of globalization, ENGLISH Communications
Skills have become an essential part for every business operations in order to communicate effectively
with business partners, locally and internationally. This course is intended for those who are interested in
bringing out their early days of SMART ENGLISH Communications Skills knowledge and combining with
work experience to improve their English skills towards productivity.

This two-day seminar will cover a wide range of basic to medium and up to higher usage on
understanding culture, etiquettes, mannerism impression by Smart / Effective English Communication

Technic and Process (speaking, listening, reading and writing) communications that the main factor to

contribute to successful business enterprises.

Course Objectives

o Build self (assured) confidence in their abilities to work for highest efficiency results by English
communications skills.

o Setting clear objectives for smart English communication skills.

e Learning significant difference cultures.

o To cultivate English Writing communications skills to enhance business value.

o Develop your understanding of the attitudes, behavior via skills you need to use English.

e Paving the progress way from competence to excellence.

e [ransforming your in-class practices (reading/writing technics) into smart performance.

Who should attend :

- Middle and upper level assistant & managers.
- All from other functional areas of an organizational unit.
....... Supervisor
...... Public Relations & Affairs
...... Marketing
...... Administrator
...... Human Resources & Employee Relations
...... Training
- Especially SECRETARY



- All Executives.

- Those with leadership ambitions and high potential for senior positions.

- All those executives wishing to refresh and update their talent English communications

skills,

Topic Areas

English Communications Standard Skills

Significant Cultural Learning
Enhance Etiquettes Impressions
Mannerism Talent Development
Creating Higher Performance’s Tools
Self- Development Formulating

Key Strategies For Smart and Excellency

Art of 4 Communications Skills
Smart English Verbal And Telephone
Communications

Speaking and Listening Technics
Role Play Practice

Talent English Reading & Writing
Communications
How to understand reading and

use impression writing technics
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