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Users Guideld [0 [0 [I Preface [0 [0 Chapter 1 Job Interviewd [ [0 [0 Unit 1 First Meeting[d [0 [0 [0 Unit 2
Personal Experience] O O O Unit 3 Career Planning and Goals[] [0 [0 0 O O O Unit 4 Character and Hobby[
O O O Unit 5Job SkillsCl O O O Unit 6 Teamwork(d [ [0 00 Unit 7 Personal Salary] O O O Chapter 2 Career
Lifed O O O Unit 1 Checking In and Beginning to Work[l [0 O O Unit 2 Being Familiar with Regulations of
Personnel Departmentd O O O O O Unit 3 Receiving Office Suppliesd O O O O O Unit 4 Acquainting Yourself
with the Work(d OO O O O O Unit 5 Job Descriptiond O O O O O Unit 6 Exposure to Practical Workd O O [
O O O O Unit 7 Allotting the Taskd O O O O O Chapter 3 Getting Along with Colleaguesdd O O O O Unit 1
Introducing Colleagues [0 [0 [0 [0 [0 Unit 2 Greetings among Colleagues] [ [0 [0 [ Unit 3 Work Exchangel]
0 O O Unit 4 Chattingd O Unit 5 Dinnerd O Unit 6 Entertainment] (I Chapter 4 Getting Along with Superior
00O 0O O O Unit 1 Reporting Your Work O O [ O [0 Unit 2 Understanding Your Job Duties(] [ [0 00 I

0 Unit 3 Criticism from Boss [ [ [ Unit 4 Praise from Bosst [0 [ [ Unit 5 Demanding for Pay Increasel] [
0 O Unit 6 Late and Leave] O O 00 O Unit 7 Basic Terminology[l [0 O [0 Chapter 5 Basic Response [ [J

[0 Unit 1 Answering the Calll] O O O Unit 2 Call Transfer] [J O [0 Unit 3 Callingd O O O Unit 4 Sending and
Receiving Fax [0 [0 O Unit 5 Sending and Receiving E-maillJ O [0 [0 Chapter 6 Corporation Meetingd [J [J

[0 Unit 1 Arranging a Meeting] [0 O O Unit 2 Presiding over a Conferencel] [ [0 O Unit 3 Work Report[] [ [J
O Unit 4 Meeting Discussiond [ [0 0 Unit 5 Meeting Restd [ [0 O Unit 6 Summarizing a Meeting) O [

[J Chapter 7 Customer Relationship O [ O Unit 1 Visitand Tour( O OO0 00 O O O Unit 2 Customer Reception
0O OO OO O Unit 3 Introducing Products and Pricest] 0 00 O O O O O O Unit 4 Asking Suggestions and
After-sale Servicel O 0O 0O O O O 0O O O O Unit 5 Dealing with Complaintst] O [0 [0 [0 [0 00 Chapter 8
Workplace Communication] [0 [0 [0 Unit 1 Declined O Unit 2 Acceptancel] [0 Unit 3 Apology[] [1 Unit 4
Thanks[] [0 Unit 5 Anger & Rage[d [0 [0 [0 [0 Unit 6 ComplaintsC] [0 Chapter 9 Businesst] [ [J [J Unit 1 Product
Packagingd [0 OO O {Unit 2 Product Shipment O O O Unit 3 Product Insurancel] 0 O O Unit 4 Delivery[

(0 Unit 5 Testd O Unit 6 Claims[] [0 Chapter 10 Business Tripd O O O Unit 1 Booking TicketsO [ Unit 2
Room Reservation] [0 00 O Unit 3 In the Planed O O O Unit 4 At the Customs[] [0 O Unit 5 Checking In(J [
O O Unit6 Inthe Hotel O 0 [
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00 O AO Mr0 BlackD I' ' m worried about the danger of our goods being damaged during shipment[] As you
know[] some of our goods break quite easily[] especially those sensitive to high temperaturesC] [0 [0 BO Of course
(0 AnnJ That’ S why we must be sure to aflach such warnings as “ Fragile” [0 “ Handle with Care” [0 Keep
Dry” and so on to our packages[] and we must always insure them[ especially with marine insurancel] [0 [0 A

[0 How would you estimate the fee?l] (O BO It depends on the shipping weight and the service required] 00 O A
[0 Can you mark those breakable shipments with* Fragile” ?0 O BO Yes[] we offer the serviced Shipments can
also be made under refrigeration for a special feel] 00 OO AL Do you box goods?] [ BO Yes[d of coursel] We will
use box or rope on any articles for a small chargest] [ [0 AL What about correspondence?l] [1 B[ Personal
correspondence is not ordinarily acceptedl] but business papers can naturally be shipped without any extra charge
00O O A0 GoodO that” S what I thought[d And what documents are required for international shipments?[J

[0 B One is an invoice showing the number of casest] their weight and their value[l Another is some copies of
the shipper’ S export declaration[] Special documents are also required in some countries(] [J [ AJ 1 was told
that there are many dangers during the transitC] [ [ BOJ Yes[ during the transit there are quite a number of
dangers[] such as moistureld corrosion and chemical reactionsl] breakage and pilferage[] But we can arrange for
safe packingd O OO AJ That' S good[] Is there any way that we could have lower transportation cost?[] [J B

O Well if you send goods through slow or irregular transit meansJ we can cut down on a great deal Of the
shipping expenselJ
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