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The skills in essential listening, speaking, reading and writing skills for business
communication, types of businesses, staff, introducing yourself and others, telling time,
location, distance, frequency, quotes, telephone conversation, appointments, hotel
reservations, airline ticket reservations, food ordering, business letter writing, as well as
business travel and business travel necessary documents.
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1-2 WUEUNFE3TN 6 - ?ﬁlfa online, %@Power mﬂ.m.ﬂqmmyﬂ
Unit One: The Business point LAz ALl Hseyqriang
- Type of business - ussEng FuAe ez
- Sole proprietorship afilse
- Partnership - anfatelsznay
- Company - wuudnide
- Types of organizational structure
- Span of control
- Line organizational structure
- The staff
- Office Equipment
- Telephoning
- Making an appointment
3-4 Unit Two: Business Trip 6 - '5'@ online, %@Power BA.AT.1 ey
- What is business trip point WazA AL #seugnans
- Trip document and accommodation - UTTENY TN
- Invitation of business trip anisy
- Letter of acceptance - ansaedNlsnau
- Passport - uuuinidm
- Visa
- Trip
- Airline ticket
- Hotel
- Check in counter
- Schedule
5 Unit Three: Business Letters 3 - %ﬂ online, %ﬂPower BA.A9.1] ey

Letters

Standard Parts of a letter
Heading

Dateline

Inside Address

point WALARYIAL

- UITENY ANALATITY
adlae

- anfatetsenay

- wuudnidm
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- Salutation
- Complimentary Close
- Signature Block
- Company name in signature block
6-7 Unit Four: Language Study One 6 - e online, AaPower AR RTINS ally
- Articles point WazA AL iygnans
- Nouns - U99ENg FANIAIIEW
- Pronoun anusy
- Adjectives - anshatelsznay
- Degrees of Comparison in Adjectives - wuulnTe
- Present simple tense
- %U%Q%Lﬁ’ﬂw}lﬂ?‘m\lﬁﬂuﬂ@’]\lﬂ’m
8 N1FAAUNANNA
9-10 Unit Five: Business Reading 6 - ?ﬁl@ online, a‘lﬂPower Nﬁ.m.'ﬂqmmn&l’w
- Definition of reading point WazA AL fAsnyqvans
- Phonetics symbols - UMY FANALATITY
- International Phonetics Alphabet adlae
(IPA) and Thai letters - anslatNdsenay
- Company History - WuUHNR
- E-mall
- Memorandum
- Report
- Advertisement
- Credit Bureau
- Numbers
- Tables Charts and Graphs
- Bar Chart
- Pie Chart
- Article
11-12 Unit Six: Listening and Speaking in Business 6 - %ﬂ online, %ﬂPower Nﬂ.m‘.‘ﬂqmﬂ]tyﬁ
Conversation point uazAATIAL Astyanans
- The Importance of Listening - Uy faNAATIEY
- The Importance of Speaking anilee
- Openings and Closings - anseteilszney
- Introductions - uuvuElngda




Invitations
Getting People’s Attention and
Interrupting

Thanking People and Replying to
Thanks
Asking for and Giving Personal
Information

Education

Jobs and Work

Telling Time

Distance

Frequency

Price

Describing Department

Food and Beverage

Hobbies, Free time, Sports, and
Entertainment

Buying Things

13-14 Unit Seven: Language Study Two 6 - l’:ijﬂ online, ?ﬁlﬂPower mﬁm.ﬂqmﬂman
- Present Simple Tense point LAZARYIAL ﬁ“mqmgm
- Prepositions - UITENY FANALATITY
- Prepositional Phrases adlae
- Noun Phrases - unFqatetsenay
- Present Continuous Tense - wuuEnide
- Thereis/There are
- Past Simple Tense
15-16 - ULAURTENNY 3 - %ﬂ online, %ﬂPower mﬂ.m.ﬁmmyﬁ
- nunuilewsiaaaentanania point WA¥ARVAL Fryqnans
- UITENY FANALATITY
adlae
- anfqatetsenay
- wuuindn
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wuUHniiA NNAY 15%

ADLNANNIA 8 30%

TEUAAMNNEgINA 9 15%

dauilananin 17 30%




