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Topic 1 Job Interview (WH-BR)

1.How to make preparations for job intendew

2How to write a resume

3.How to answear interview's questions
Topic 2 At the Office (WH-BS®R)

1.How to talk about your job -Part 1

2.How to talk about your job -Part 2

3.Handling files and operate office equipment
Topic 3 Business Call (Mi§-BfR)

1.Telephone etiquette
2 How to prepare a business call

3.How to make a business call

Topic 4 Business Meeting (IE)
1.How to prepare a business meeting
2.How to organize an effective meeting
3.How to write an meeting minutes

Topic 5 Business Travel

2.At theairport (% 3:5#)

LES S LB NE T S

1.How to make an arrangement for your business tip (% Ei)

3.Hotel reservation and check in (B - 526

=
Topic 6 Customer Reception

1.How to make an appointment (& £748)

2How to meeting guests at the alrport  (F5155%)

3 How to recelve clients at the office (77154%5)
Topic 7 Company Visiting& Presentation (5 - &E%s
EfE, THERRmEEg)

1.Company Structure

2How to make a company presentation

3How to use graphs to introduce company perfarmance
Topic 8 Business Dinner ( HELNE)

1FE
Topic @ Trade Fair (3U#%)
1HE
Topic 10 Making Inguiries  (JI#)
1HFE
Topic 11 Price Negotiation  (TF#)
1. fFE
Topic 12 Placing an Order (ME-SREECSR, T
BIFBRTEAR)

1. How to place an order
2. Selling Techniques

Topic 13 Payment (W&E-Bal)

1. INCO TERMS
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