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At the end of the semester,
1. Students will be able to apply steps of writing process, such as choosing a
proper topic, generating ideas based on the chosen topic, editing, selecting, and
o= sSEER organizing ideas, and writing and rewriting)
2. Students will be able to create a variety of technical documents (i.e., emails,
resumes, business letters, forms, etc.).
3. Students will be able to improve their editing and proofreading skills.
This course will prepare students for job-related writing by exposing them to various
wp=E A7) technical writing styles and conventions. By taking this course, students will get a
sense of how to write in a practical way.
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1 Course Overview Course Overview
Write an email in concise &businesslike
English & state accommodation
2 Formal Email Writing requirements &understand a range of | Unit 1
accommodation vocabulary &
expressions
Write an email using features of
3 Informal Email Writing informal English typically associated | Unit 2
with email writing
Write a CV & write a covering letter to
4 | Writing a Resume accompany a CV & reduce full | Unit 6
sentences to notes
Write a CV & write a covering letter to
5 Writing a Cover Letter accompany a CV & reduce full | Unit 6
sentences to notes
Write a report in clear sections &
6 Writing a Report I ?nclude appropriate subheadings & Unit 8
incorporate reduced relative clauses
into writing
Write a report in clear sections
v Writing a Report II &include appropriate subheadings & Unit 8
incorporate reduced relative clauses
into writing
8 Midterm Exam Midterm Exam
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Write a personal statement in formal

9 Writing a Personal Statement I language & write complex sentences | Unit 11
incorporating a number of clauses
Write a personal statement in formal
10 | Writing a Personal Statement II language & write complex sentences | Unit 11
incorporating a number of clauses
Write a note quickly & economically
11 | Taking a Note omitting words, using symbols, | Unit 12
abbreviations & other visual devices
12 | Today's Seminar Preparing a classroom presentation Unit 13
Unit 13 (Cause &
Writi Handout ; Effect  Presentation)
rian a anaou or i
13 g . Write a. handout to accompany a & Unit 13
Presentation presentation '
(Comparative &

Contrast Presentation)

14 | Writing PPT for Presentation

Write prompt cards (PPT) to refer to

during a presentation

Unit 13
(Opinion-Giving
Presentation) &
Opinion-Giving

Essay/Speech)

15 | Review & Discussion

Review & Discussion

16 | Final Exam

Final Exam




