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Unit 1 Secretarial Jobs and Duties
Background Knowledge
Reading
Speaking
Practical Writing

Unit 2 Knowing Your Office
Background Knowledge
Reading
Speaking
Practical Writing

Unit 3 Business Telephone Call
Background Knowledge
Reading
Speaking
Practical Writing

Unit 4 Office Filing Management
Background Knowledge
Reading
Speaking
Practical Writing

Unit5 Receiving Visito
Background Knowledge
Reading
Speaking
Practical Writing

Unit 6 Business Dinner
Background Knowledge
Reading
Speaking
Practical Writing

Unit 7 Meeting Arrangement
Background Knowledge
Reading
Speaking
Practical Writing

Unit 8 Travel Arrangements
Background Knowledge
Reading
Speaking
Practical Writing

Unit 9 Business Negotiation
Background Knowledge
Reading
Speaking
Practical Writing
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Unit 10 Dealing with Complaints
Background Knowledge
Reading
Speaking
Practical Writing
Appendix ID 00 D0DO0O0ODOOOOOOO
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A. Listening Test
B. Written Test
O0o0d0o0ooooooooooo
A. Listening Test
B. Written Test
gbododoooooooooooao
A. Listening Test
B. Written Test
Ooo0ooooobooooooo
Listening Test
Written Test
Vocabulary
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