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Unit 1 First Week in the Office
Lesson 1 Meet with New Colleagues
Lesson 2 Be Familiar with the Office Daily Routines
Lesson 3 Arrange the Office
Lesson 4 Buildthe GREENOFFICE
Task 1
Unit 2 ComLmunicate with Different People
Lesson 1 Greet the Visitors [
Lesson 2 Greet the Visitors [
Lesson 3 Handle the Calls [
Lesson 4 Handle the Calls [
Task 2
Unit 3 Arrange BUSihess Trips
Lesson 1 Make an Itinerary
Lesson 2 Book Tickets
Lesson 3 Book a Room
Lesson 4 Book a Table
Task 3
Unit 4 Hold a Meeting
Lesson 1 Prepare a Meeting
Lesson 2 Write a Meeting Notice
Lesson 3 Welcome the Guests
Lesson 4 Take the Minutes
Task 4
Unit 5 Enter into Negotiations
Lesson 1 Write aMemo
Lesson 2 Negotiate with Clients
Lesson 3 sign a Contract
Lesson 4 Write a Letter of Congratulation
Task 5
Appendix 1 Vocabulary
Appendix 2 Chinese Version of important Parts
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