E-mail Writing in English

Who is this Course for?  

This course is for non-English-speaking people principally anyone from managers to secretaries - whose success at work depends on their ability to understand and write emails quickly and effectively.

Some of the things we cover in this course:

· Openings and closings

· Vocabulary/ Standard Phrases

· Word order

· Making enquiries

· Offers

· Orders

· Acknowledgements

· Delivery problems

· Payments

· Complaints

· General office communication

How will this be done?  Participants will be given the opportunity to practice vocabulary, expressions as well as useful phrases simulating real-life work situations. Participants will finish the course better equipped to deal with the rigors of understanding and responding to emails for international business.

Duration: 8 weeks

Dates and Prices:

Course 1: Monday, 8:00-9:30h

 4.8.-23.9.2008
€ 245,00

Course 2: Wednesday, 9:30-11:00h  
 6.8.-25.9.2008
€ 245,00

Course 3: Wednesday, 17:00-18:30h
 6.8.-25.9.2008
€ 255,00
