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Chapter 1 InterviewUnit 1 Opening RemarksUnit 2 Personal InformationUnit 3 CompetenceUnit 4 Work
ExperienceUnit 5 Reasons for ApplyingUnit 6 About Salary and BenefitsUnit 7 About Your Last/Current
CompanyUnit 8 Projecting OneselfUnit 9 Ending an InterviewChapter 2 In the OfficeUnit 1 Daily BusinessUnit 2
CommunicatingUnit 3 Lets Take a Break[]

Unit 4 Asking a Day OffUnit 5 Asking about ScheduleUnit 6 Working OvertimeUnit 7 Calling It a DayUnit 8
NotificationChapter 3Being SociableUnit 1 Getting to Know a New FriendUnit 2 Meeting with an Old Friend O
Unit 3 Introducing OthersUnit 4 Keeping in TouchUnit 5 GiftsUnit 6 Its My TreatUnit 7 ComplimentChapter 4
Getting along with ColleaguesUnit 1 Starting a New JobUnit 2 Asking for HelpUnit 3 Asking for and Expressing
OpinionsUnit 4 Pointing out MistakesUnit 5 Instructing New ColleaguesChapter 5 Supervisor and the
InferiorUnit 1 Making ProposalsUnit 2 Asking for a RaiseUnit 3 ResignationUnit 4 ReportingUnit 5
EncouragementUnit 6 RewardUnit 7 CriticizingUnit 8 SupervisionChapter 6 On the TelephoneUnit P Telephone
ReceivingUnit 2 Transferring Phone CallUnit 3 To Take and Forward MessageUnit 4 International CallsUnit 5
Quotations on Telephoned P Unit 6 Quotations on Telephone O 200 Unit7 OrderChapter 7 visitingUnit 1
WelcomeUnit 2 Company IntroductionUnit 3 Product Information P Unit 4 Product InformationJ 20 Unit
5 Service InformationUnit 6 Introducing Colleagues and LeadersUnit 7 Seeing Customers OffChapter 8
ExhibitionUnit 1 Choice of VenuesUnit 2 Designing and Building of an Exhibition StandUnit 3 Introducing an
ExhibitionUnit 4 Exhibition Advertising and Looking for a Representative at the StandUnit 5 Booking a Stand and
Cost InquiryUnit 6 Transportation and Insurance of Exhibited ProductsUnit 7 Information about the Products
and Sales PresentationUnit 8 Information CollectionUnit 9 Dismantling of Display Items and Thanking the
Appropriate PeopleChapter 9 ConferenceUnit 1 Site SelectionUnit 2 Arranging ConferenceUnit 3
RegistrationUnit 4 In ConferenceUnit 5 After the Meeting
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