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Part Il  Course Details

1. Abstract

This course aims to enhance students’ skills in business communication across a range of context
in Chinese. It enables students to distinguish the typology and nature, and to apply appropriate
grammatical and rhetoric devices to Chinese writing in the context of business. It develops in
students the skills in using appropriate forms and means, to achieve effective communication in
Chinese for business.

2. Course Intended Learning Outcomes (CILOS)
(CILOs state what the student is expected to be able to do at the end of the course according to a given standard of
performance.)

No. | CILOs Weighting | Discovery-enriched
(if curriculum related
applicable) | learning outcomes

(please tick where
appropriate)
Al A2 | A3

1. Describe and compare the variety of forms of business v v

communication.

2 Discuss and apply the essentials, functions and styles of N

writing in different contexts of the business field.

3 Discuss and apply the characteristics of language used in v v

the field of business.

4 Explain and apply creative solutions and sophisticated N N N

techniques to tackle issues and achieve effective
communication in business.
100%
Al:  Attitude
Develop an attitude of discovery/innovation/creativity, as demonstrated by students possessing a strong
sense of curiosity, asking questions actively, challenging assumptions or engaging in inquiry together
with teachers.

A2:  Ability

Develop the ability/skill needed to discover/innovate/create, as demonstrated by students possessing
critical thinking skills to assess ideas, acquiring research skills, synthesizing knowledge across disciplines
or applying academic knowledge to real-life problems.

A3:  Accomplishments
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Demonstrate accomplishment of discovery/innovation/creativity through producing /constructing
creative works/new artefacts, effective solutions to real-life problems or new processes.




3.

Learning and Teaching Activities (LTAS)
(LTAs designed to facilitate students’ achievement of the CILOs.)

LTA Brief Description CILO No. Hours/week
1 |2 |3 |4 (if applicable)
Lectures Students will engage with NN Y 2 hours
lectures on selected topics, issues
and case studies.
Tutorials Students will engage with VoV 1 hour
(Group tutorials and group discussion on
discussion) selected readings, writings, and
case studies.
Tutorials Students will engage with N[N [N A
(Class tutorials on topics related to
exercise) business communication.
Tutorials Students will engage with NN Y
(Presentation) | presentations on findings,
insights and observations of the
investigation.
Tutorials Students will engage with N R
(Writing various tasks and assignments.
or/and oral
tasks)
4. Assessment Tasks/Activities (ATs)
(ATs are designed to assess how well the students achieve the CILOs.)
Assessment Tasks/Activities CILO No. Weighting | Remarks
_ 1[2[3 (4] |
Continuous Assessment: 100%
Oral presentation- R 20%
Findings of the investigated
topics related to business
communication
Written assignments — NN [V 40%
Solving problems for Written
assignments —
= Solving problems for
business communication
» Production of business
communication forms
business communication
Test - NN [V 20%
to assess students’ overall
grasping of the contents
Class discussion and N N 20%
participation —
Level of participation in class
activities and discussions

Examination: 0% (duration: - )
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5.

Assessment Rubrics
(Grading of student achievements is based on student performance in assessment tasks/activities with the following rubrics.)

Applicable to students admitted before Semester A 2022/23 and in Semester A 2024/25 & thereafter

Assessment Task

Criterion

Excellent
(A+, A A)

Good
(B+, B, B-)

Fair
(C+,C,C)

Marginal
(D)

Failure

(F)

1. Oral presentation

The grasping level of
course contents.
Evidence of accurate
and comprehensive
description of material,
contents, understanding,
overall organisation.
Pronunciation, voice
and body language and
time management.

Superior grasp of
course contents.
Strong evidence of
accurate and
comprehensive
description of
material, rich
contents, thorough
understanding, well-
organized and
detailed. Correct
pronunciation, voice
and body language
are in tune with the
contents of topic,
has natural posture,
very good time
management.

Good grasp of
course contents.
Some evidence of
accurate and
comprehensive
description of
material, moderate
contents, good
understanding.
Well-structured.
Clear pronunciation,
voice and body
language are well-
balanced. Natural
posture, good time
management.

Fair grasp of course
contents. Limited
evidence of accurate
and comprehensive
description of
material, elementary
understanding. Fair
structured. Correct
pronunciation,
occasional mistake,
voice and body
language not in
balance. Posture
basically natural,
overruns (by approx.
3 minutes).

Sufficiently acquiring
the course contents.
Marginally satisfies the
requirements, contents
are broad, details
missing or incorrect,
loose structure.
Indistinct speech, voice
and body language
remain unchanged,
overruns (by approx. 8
minutes)

Insufficient grasp of
course contents. Does
not meet the minimum
requirements, has a very
general idea of the facts,
contents is fragmentary,
no structure. Indistinct
speech, voice and body
language are rigid,
unable to express
clearly, seriously
overruns (by more than
12 minutes)

2.Written
assignments

Writing skills for
different forms of
business
communication, and the
ability in analyzing and
applying appropriate
language devices for
effective business
communication.

Excellent writing
skills for different
forms of business
communication.
Strong ability in
analyzing and
applying appropriate
language devices for
effective business
communication.

Good writing skills
for different forms
of business
communication.
Good ability in
analyzing and
applying appropriate
language devices for
effective business
communication.

Adequate writing
skills for different
forms of business
communication. Fair
ability in analyzing
and applying
appropriate language
devices for business
communication.

Marginally handling the
writings for some forms
of business
communication. Weak
ability in analyzing and
applying appropriate
language devices for
business
communication.

Inadequate ability in
handling writings for
business
communication.

3. Test

Ability to identify and
apply appropriate
creative solutions and
sophisticated techniques
to tackle issues and
achieve effective

Excellent
demonstrating the
ability on applying
appropriate creative
solutions and

Good demonstrating
the ability on
applying appropriate
creative solutions
and sophisticated
techniques to tackle

Barely able to
demonstrate the
ability on applying
appropriate creative
solutions and

Marginally demonstrate
the ability on applying
solutions and
sophisticated techniques
to tackle issues and
achieve effective

Fail to demonstrate the
ability on applying
solutions and
sophisticated techniques
to tackle issues and
achieve effective
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communication in
business.

sophisticated
techniques to tackle
issues and achieve
effective
communication in
business.

issues and achieve
effective
communication in
business.

sophisticated
techniques to tackle
issues and achieve
effective
communication in
business.

communication in
business.

communication in
business.

4, Class discussion
and participation

Participation on
listening, discussion,
initiation of questions
or comments, and
cooperative teamwork.

Strong evidence of
engaged
participation as
demonstrated by
active listening,

Some evidence of
engaged
participation as
demonstrated by
active listening,

Limited evidence of
engaged participation
as demonstrated by
active listening,
discussion, initiation

Poor participation on
either listening,
discussion, initiation of
questions or comments,
poor cooperative

Very poor participation
on either listening,
discussion, initiation of
guestions or comments,
cannot show cooperative

discussion, initiation | discussion, initiation | Of questions or teamwork. teamwork.
of questions or of questions or comments, and
comments, and comments. and cooperative
cooperative cooperativ,e teamwork.
teamwork. teamwork.

Applicable to students admitted from Semester A 2022/23 to Summer Term 2024

Assessment Task Criterion Excellent Good Marginal Failure

(A+, A A) (B+, B) (B-,C+,0) (F)

1. Oral presentation

The grasping level of
course contents.
Evidence of accurate
and comprehensive
description of material,
contents, understanding,
overall organisation.
Pronunciation, voice
and body language and
time management.

Superior grasp of
course contents.
Strong evidence of
accurate and
comprehensive
description of
material, rich
contents, thorough
understanding, well-
organized and
detailed. Correct
pronunciation, voice
and body language
are in tune with the
contents of topic,
has natural posture,
very good time
management.

Good grasp of
course contents.
Some evidence of
accurate and
comprehensive
description of
material, moderate
contents, good
understanding.
Well-structured.
Clear pronunciation,
voice and body
language are well-
balanced. Natural
posture, good time
management.

Sufficiently acquiring
the course contents.
Marginally satisfies the
requirements, contents
are broad, details
missing or incorrect,
loose structure.
Indistinct speech, voice
and body language
remain unchanged,
overruns (by approx. 8
minutes)

Insufficient grasp of
course contents. Does
not meet the minimum
requirements, has a very
general idea of the facts,
contents is fragmentary,
no structure. Indistinct
speech, voice and body
language are rigid,
unable to express
clearly, seriously
overruns (by more than
12 minutes)
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2.Written
assignments

Writing skills for
different forms of
business
communication, and the
ability in analyzing and
applying appropriate
language devices for
effective business
communication.

Excellent writing
skills for different
forms of business
communication.
Strong ability in
analyzing and
applying appropriate
language devices for
effective business
communication.

Good writing skills
for different forms
of business
communication.
Good ability in
analyzing and
applying appropriate
language devices for
effective business
communication.

Marginally handling the
writings for some forms
of business
communication. Weak
ability in analyzing and
applying appropriate
language devices for
business
communication.

Inadequate ability in
handling writings for
business
communication.

3. Test

Ability to identify and
apply appropriate
creative solutions and
sophisticated techniques
to tackle issues and
achieve effective
communication in
business.

Excellent
demonstrating the
ability on applying
appropriate creative
solutions and
sophisticated
techniques to tackle
issues and achieve
effective
communication in
business.

Good demonstrating
the ability on
applying appropriate
creative solutions
and sophisticated
techniques to tackle
issues and achieve
effective
communication in
business.

Marginally demonstrate
the ability on applying
solutions and
sophisticated techniques
to tackle issues and
achieve effective
communication in
business.

Fail to demonstrate the
ability on applying
solutions and
sophisticated techniques
to tackle issues and
achieve effective
communication in
business.

4. Class discussion
and participation

Participation on
listening, discussion,
initiation of questions
or comments, and
cooperative teamwork.

Strong evidence of
engaged
participation as
demonstrated by
active listening,
discussion, initiation
of questions or
comments, and
cooperative
teamwork.

Some evidence of
engaged
participation as
demonstrated by
active listening,
discussion, initiation
of questions or
comments, and
cooperative
teamwork.

Poor participation on
either listening,
discussion, initiation of
questions or comments,
poor cooperative
teamwork.

Very poor participation
on either listening,
discussion, initiation of
questions or comments,
cannot show cooperative
teamwork.

Course Syllabus
Jun 2024




Part 111 Other Information (more details can be provided separately in the teaching plan)

1. Keyword Syllabus
(An indication of the key topics of the course.)

Nature, concept, and characteristics of business communication in Chinese. Different forms and
genres of business communication. Language features and devices for business writing, such as
morphology, lexis, syntax, rhetoric, and so on. Means and forms in achieving effective
communication for business.

2. Reading List

2.1 Compulsory Readings
(Compulsory readings can include books, book chapters, or journal/magazine articles. There are also collections of
e-books, e-journals available from the CityU Library.)

|1 | ZE . (EEEEBEASCAS) - Bk . RRITER(ER)AIRAT - 2008 -

2.2 Additional Readings
(Additional references for students to learn to expand their knowledge about the subject.)

Lo | BT (A —HOEBEASGRCE) - B 1 BIRCHRREE » 2006 -
2. | FHEETL > (PERIEF SO AREES]) o dERT 1 LI H R > 2006 -
3. | BpR% > (PENHERARER) - &8 BEREEEF AT 0 2004 -
AR (EHERA) - &b - IEEES R ATRAE > 2004 -
S | I AR - CHrARELAIERSCEIERS) - HEbR © BEVHERE ARSI, -

2003 -
6. | THHT S - (BARIERASD) - 10E - BEREHRRE - 2003 -
7| EER (A 2] S FEREGEREEH  FEREIE) - LC RO > 2002 -
8. | BUSH LG - CHrEaCERISGRSCE) » B @ BT REEEESCERED » 2002 ¢
S | EAM - EH . (FREE) o EEE  EERATRIEERE LR 0 2002 ¢

10. 1 5R(-F - (JEFSD) - Gdb f SCREHRRE 0 2001 -

11V BER - Q1 HOEATPCEGSETHR) - &8 @ T8 R -
2001

12, gos - 29 > (B3Esfs) - adb - GERBEIEE » 2001 -

13| 2ok (EFER B ZE]) - dbnt © SO H R - 2001 -

14| B8 (BT SOEBARBIE) - &4 @ BB ARG 0 2000 -

1| ®EESSREE - (TEESEMAX) - &8 FEEGHRER > 1999 -

16. | JREEtE - (ESEE—— PN TF) o BB 0 R EREEREI L 0 1999 -

17 BERAEIMEE E 53 IR - BB - (PR BER) -
L ERAOR H et 0 1998

18. | iR - (JEFESCEER) - 298 0 Bt 1994 -
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