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Part 1 OO O O O Business Reception1. Making an Appointment[] [1 [1 [J 2. At the Reception Desk[] [1 [J 3. In the
Reception RoomO [ [0 [J 4. Receiving Visitors] [J [0 [0 5. Hosting[l [0 [J [0 6. Accompanying Guests for
Shoppingd OO0 O 0O O Part 2 O O O O Office Affairsl. Making a Phone Call(] [I [0 2. Answering the Telephone[d
00 O O 3. Having Extension[] [0 [ 4. Taking a Message[] [1 [0 O 5. Interpretation [ 6. Arranging a Meeting[]
0 O O 7. Taking Minutes[d 00 00 0O 8. Filingd O O O 9. Faxingd O O O 10. Telegram O O O 11. Writing
LettersC] 00 12. Online Work[ O O O 13. A Daily Schedule O 0 [0 14. Memorandum O O 15. Printing and
Copyingd [0 O O O 16. Holidays[O [0 [0 00 17. Going on Business[J [0 [ [0 18. Orders from the Bosst O [ [
(1 19. Delegating ResponsibilitiesC] [T [0 [ 20. Being Reproached] [1 [0 21. Announcement] [J 22. Reminding
(0 O 23. Controlling Petty Cash(l [0 [0 [0 [0 [J 24. Getting along with Colleagues] (I OO O O 25. Asking for
Opinionstd OJ [0 [0 26. Business Negotiations[J [ [J [J 27. Order[d] [ 28. The Trade Fair(J O [0 29. Buying Office
Suppliest] O O O OO O 30. Recruiting] [J 31. Training New Colleagues] [0 0O 0 O Part 3 0 0 O [ Social
Activityl. Inviting[] [J 2. Receiving a Vistor at the AirportC] O O O 3. Changing PlansC] O O [ 4. Cancelling the
Appointmentd [0 0 O 5. Expressing Dissatisfaction[] [ J [J 6. Apologizing[] O 7. ConcernJ [ 8.
Encouragement] [J 9. Expressing Congratulationst [ 10. Thanks[(J [J 11. Attending a Dancing Party O [ [

[J 12. Partingd O Part4 O O O O A Business Tripl. Booking Airline Ticketst [J [0 O 2. Reserving a Room[] [J
0 O 3. Confirming the Reservation[J 0 O [J 4. Cancelling a Reservation] O [J [J 5. Reserving a TableJ 00 O

[J 6. Cashing a CheckJ O O [0 7. Posting ParcelJ [0 0 [J 8. Taking a TaxilJ [J 0 O 9. Sightseeingl] [0 O [
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