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Unit 1 Welcome to the office

*Meet your co-workers

HRESLT ) v FEFATEERE
IZ2WTFET S (30mElE)

BETBREL-ERERVELEY
Lo ESF+H5, EHELME
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Unit 1 Welcome to the office
*Talk about your job and yourself
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Unit 2 What time do you close?
*  Answer the telephone at work
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Unit 2 What time do you close?
* Ask about customer needs +answer customer questions
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Unit 3 I'd like to change an order
* Make telephone calls to companies abroad
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Unit 3 I'd like to change an order
*Talk about invoices and orders + Request changes to orders
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Unit 4 May I take a message?
* Receive telephone calls at the office
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Unit 4 May I take a message?
*take messages +Summarize and confirm messages
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Unit 5 Shall I ring that up for you?
*Assist retail customers
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Unit 5 Shall I ring that up for you?
*Ask for the sale + Take payments
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Unit 6 This way, please
*Direct clients visiting your office
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Unit 6 This way, please
*Small talk with customers + Offer refreshments
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Unit 7 I'd like to make a complaint
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Unit 7 I'd Nlke to make a complaint
*Apologize and accept responsibility
Unit8 Could you fill out this form?
*Discover customer needs and goals
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Unit 8 Could you fill out this form?
*Instruct how to complete forms + Explain purchase details

HEESLT v FEBRATESRE
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Unit 9 Welcome to Japan
* Greet a company guest at the airport + Offer to carry
luggage
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Unit 8 Welcome to Japan

*Ask if the guest has any immediate needs
Unit 10 What's your background ?

*Talk about your current job

BRBERT ) b EHA TEEEE
Iz T P8+ 2 (3038 E)
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Unit 10 What's your background ?
*Talk about your work and education history + Casual talk
with a company guest
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Unit 11 Here's your schedule
* Establish a morning pick-up time + Explain meeting times
and participants

HR#PTY v M ABATERRE
IZoWTFET S (3048LE)
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¥ RuA T OMEET D, BT
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Unit 11 Here's your schedule
*Explain meal times and cuisine
Unit 12 T'll see you tomorrow

* Ask if the guest has any requests

R T Y o PR A TEERE
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Unit12 I'll see you tomorrow
*Accept or refuse invitations to dinner + Establish or confirm a
morning pick-up time
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Lo ER 25, FHems
D Koo Y OB ETS, Wi
PRVEFEILER VR LI L Lol
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Unit 13 Welcome to the presentation
*Pressent a product or service + Tell a compelling story

HR#R T Y o P ERRA TEERE
W TFET S (305ELE)
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Unit 13 Welcome to the presentation
* Answeer audience questions

Unit 14 Would you use this product?
*Ask people to give you their opinions

e

I % B A TR
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3047 L4 E)

BRPEAR L A Y 38 LAY
Lo ER+RH5, FHEM
v FoA rYoieds, Wit
ORISR EL LI E Lo
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Unit 14 Would you use this product?
*Explain your product or service + Record,take notes,and
analyze data

RN v hEMATHEEEE
oW CTFEITS (30400 L)

BHEPIRAR Lo AR Y R LY
LEafkoEf+ Mo, THEME
v FOA DR ET A, BT
AROHIER AR I L3 L L bl
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Unit 15 I think people will love this!
*Discuss product ideas and market research + Give
recommendations

PR T ) v M EREA THEEE
20T FE TS (3047LLE)

LR L 7o A 0 i LAl
LoD A 4 [0 %, 37 4 ] &
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Unit 15 T think people will love this!

* Reach consensus on a product to develop
Unit 16 Our social media strategy

*Lead a multi-person meeting

HE LT >k

% e AT DR
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LAk ER £, FHepE
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Unit 16 Our social media strategy
*Make suggestions for using social media + Take ownership
and set deliverable dates

BT > h R A TERE
lZ2WTFET S (30404 L)
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Ty KA OEETS, BT
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Review quiz + A presentation
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