unoa.3

18311 MBIDINGHNHTVNUANYMTUAZNUAIUNNU 2
‘ﬂ' U = a 3 %
FoaD1UUYANANH NW"I"JT/]EﬂﬂﬂiT’BﬂguﬂﬁJﬁll

a a @ 4 a [ a
ANYUVA/AUS/NIAIVB NHHHﬁWﬁﬁ%LLﬁ%ﬁ\‘lﬂuﬁiﬁﬂﬁ VI INTHIDINGHTIND

wad 1 Yoyainali
o 4 J
1. SHaUazB2 1IN
THADW 1554602  IWIBINGHAIMTUNUAVNIYMTUALNUFNTNNUY 2
1554602  English for Secretaries and Office management 2
2. NIURILNA
3 HU2DA (3-0-6)
3. viangasuazlszianuesnegIn
3.1 nangas
Aatlenaastuig 610125101990 Y
3.2 sznnvessedn
NNV UR N
d Y A a ¢y
4. 9191385 URAYO LI Az IS AR

Jd Y A

4.1 91NTIHTVAAYOUTIIN

U

a

[

2191507250 UTa53%

g g

Y
4.2 913UNTOU

U

[

d @
2101505y UsMsIy

g 9

5. mansAn¥AAATGY
AAMIANYAT 1/2558 Fuli 4
6. NESNAGoIBHINAOU (Pre-requisite) (813)
1553601 English for Secretaries and Office Management 1

= v %

a 4'91 . Y A
7. YIBINADUIYUNIONNY (Co-requisite) (914)

=

8. AaUNILU

UMINNAEFAYUAT U



unoa.3

w w

Ay o A a a v
9. Hﬂ‘ilﬂ‘ﬂﬁ"iiﬂ‘lli‘ﬂ‘lj§Q518@3!@]89]5]]@]\‘15183‘]51?]53@1@’6!

]
v A

Fui 19 1HoU NUAWUS WA, 2556

v

! ¢
Haaan 2 gaslerinenaz inglszaen

1. QANIHINYVDINEYIN
v = A v o 9 A ' Y Y
1 AnANBIT NI ToMTA UMY oUW Lazgnm laeglununz duay
= a a
ilszansnw

v

= ¢ & A I v Y
2 dnAnEIEINTONA naaseon luaniunsaind 11l viedniunsangudonly

A

dninau vsoluusunvesgsne g
v =X =S dy 2 an o w v A !
3. dnAnpIEnIaRsuM U U INLTUN I se T Tuna sz AUMEINGIN N
ATV
= 9J =3 J Y =Y Qtd'd 1 1
4. ANAREIANNTNI19D9ANNUANA1NYBYNAT LA INAUAATNANBANNUANA NS
TAUUTITY
9
5. dnANEIENTDUS T NUENaTNNsZIaN NuenmstazeenvesdinaIY
lRoerummzau
6. WnANEIA NI 0UHUANUHANLAZ 1TUT 098 UAVIYMT IRDEIUHIIZ T
=] 9 = o A Aa a ¥ A
7. vdndnansa lsma TuTagszaugalumainilszansmmanluninneuiyms

Y]

2. YagiszasdlumsiannalSudzenedn

e IdnAneiawsniiinws 115 lumskaudiumanymsuaz audninau

1 =\ = a
28190152 aNTNIN

HHIAN 3 ANHUSUAZMTAUUUMNS

1. Md5UIE31EIN
Representing spoken and written language in general office work with more

complex situations. A large amount of telephone simulations, and interactions
between a secretary and clients as well as bosses and colleagues. Characteristics of an

effective secretary. Word processors and computer programmers used in at office



unoa.3

work for managing and writing memos to arrange meetings, agendas, short reports,

summaries and minutes. Typing speed both English and Thai more than 30 wpm.
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teleconferencing

o #ale/518az198A U fonssunisBeunsaeuuaz ey Aaou
i Falua
1 Introduction 3 Review course outline -Course a.950yN
Unit 1 - Frist day Exercises: outline
at work e Introduction
e Pretest -Textbook
e \Welcoming a new
secretary -Handouts
e Meeting a colleague
e Receiving visitors -Test
e Reading secretarial prompts
duties
2 Unit 1 - First day 3 e Writing a letter of -Textbook | a.25ymyun
at work application
(continued) e Writing a social letters | -Handouts
o Useful expression
congratulations -Typing
e Reading making use of | Programs
advance technology
e Using search engines
o Writing special
occasion cards
Computer:
e practicing typing
programs
Editing #1
3 Unit 2 - 3 e secretarial duties -Textbook | a.2%ynun
Telephoning e using the telephone
effectively -Handouts
e telephoning
conversation -Typing
program
Computer:
e Touch typing practice -Microsoft
Office
4 Unit 2 - 3 ¢ Reading telephone -Textbook | a.aftyayn
Telephoning systems
(continued) e Reading -Handouts
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effectively

o #ale/518az198A NUIM Aonssumsiaumsaouuazdeny Aaou
i Falua
e Reading using an -Typing
answering machine program
¢ Reading a letter of
introduction -Microsoft
e Writing requesting via | Word
memo
Computer:
e Touch typing practice
Editing # 2
5 Unit 3 — Making an 3 e Arranging an -Textbook | a.2fyaun
appointment appointment
e Making an -Handouts
appointment effectively
e Arranging appointment | -TYping
conversation program
e Practice spoken
language -Microsoft
e Reading letter Word
arranging an
appointment
Computer:
e Touch typing practice
6 Unit 3 — Making an 3 e Writing informing staff | -Textbook | a.aftyan
appointment of a meeting
(continued) e Informing of a meeting | -Handouts
expressions
e Reading making use of | -Typing
advanced technology program
e Writing application for
an E-mail and mailing -Microsoft
lists work Word
Computer:
e Microsoft Word
documents
Editing # 3
7 Unit 4 — Organizing 3 e Preparing for the -Textbook | a.05tymyn
a meeting meeting
¢ Organizing a meeting -Handouts
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o ale/neazidun U FonssunisBeunsaeuuaz el Aaou
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e Meeting agenda -Typing
o In the meeting program
conversation
e Language for the -Power
chairman point
e Language for
discussion and
negotiation
e Reading writing
minutes of the meeting
e Reading being a
conference moderator
computer:
e Touch typing practice
Editing # 4
8 Midterm exam 3 Unit 1 -3 (20%) Test a.950y0n
prompts
9 Unit 4 — Organizing 3 e Inviting guest -Textbook | a.a¥qyn
a meeting speakers
(continued) e Reading invitation -Handouts
letter
e Writing invitation -Typing
letter expressions program
e Writing replying to an
invitation letter -Microsoft
e Replying to an word
invitation letter language
-Projector
Computer:
e Touch typing practice
Editing # 5
10 Unit 5 — Planning a 3 e Preparing for a -Textbook | a.a¥ygn
business trip business trip
e Preparation for a -Handouts
business trip tips
e Contacting the travel | -Typing
agency conversation program
e Reading making use of
search engines -Microsoft
Excel
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A ale/neazidun U FonssunisBeunsaeuuaz el Aaou
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Computer: -Test
e Touch typing practice | prompt
e Microsoft Excel
11 Unit 5 - Planning a 3 e Reading making flight | -Textbook | a.afnynn
business trip reservations
(continued) e A confirmation from -Handouts
the travel agency
conversation -Typing
e Reading an program
appointment letter
e Itineraries -Microsoft
Excel
Computer:
e Touch typing practice | -Power
e Microsoft Excel Point
Editing # 6
12 Unit 6 — When the 3 e Organizing a storage | -Textbook | a.a5tuan
boss is away system
e Storage systems -Handouts
e Sorting out
documentation -Typing
conversation program
e Reading social letters
(invitation) -Microsoft
Excel
Computer:
e Touch typing practice | -Power
e Microsoft Excel point

10
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A ale/neazidun U FonssunisBeunsaeuuaz el Aaou
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13 Unit 6 — When the 3 e Invitations -Textbook | a.a5youn
boss is away expressions
(continued) e Meeting a colleague -Handouts
conversation
e Office language -Typing
expressions program
e Writing replying to
letters in the name of a | -Microsoft
superior thanking guest | Excel
speakers
e Writing informing -Power
staff of a company point
campaign
e Reading making use
of advanced technology
computer:
e Touch typing practice
e Microsoft Excel
Editing # 7
Edi
14 Unit 7 — Making a 3 e Reportingto a Textbook | a.2%yan
presentation superior
e Preparing for a -Handouts
presentation
e Reading basic -Typing
presentation skills program
e Making a
presentation -Microsoft
conversation Excel
computer:
e Touch typing practice | -Power
e PowerPoint point
15 Unit 7 — Making a 3 e Language for making | -Textbook | a.aftynyn
presentation presentation
(continued) e Reading how to write | -Handouts

a report

e Writing a report
expressions

e Writing a reference
letter

11
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dlenw #ade/seaziden NI fonssumsiaumsaounazaoily Aaou
fl Falag
e Writing a certificate /
reference letter
e Reading E-commerce
Editing # 8
16 Presentation 3 Presentation -Textbook | a.25ynn
Post Test -Projector
Check assignments -Power
point
-Post Test
17 Final Exam 3 Unit 4 -7 (30%) Test a.950yn
prompt
a = b4
2. uwumﬁﬂizmuwamiﬁﬂug
d' Y a YA (%) d YA
19 muﬂﬂﬂ‘nﬂizmuwagﬁﬂu G AATIUYDINS
Usziaiu A Usziiuma
(1 aovu
- @9UNANNNIA 8 20%
- goutlatenia 17 30%
) WUTUD 16 20%
(3) 37891 ARDALNDY 20%
9
4) MINFUIT o ANOANDY 10%
d a
inaenm sy
80 - 100 = A 60 - 64 =C
75-79 = B+ 55-59 = D+
70 - 74 =B 50 - 54 =D
65-69 = C+ 0-49 =E
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