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2 |Unit 1 Welcome to the office

*Meet your co-workers
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oW TFET S (3048 L)
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T FOA Y OHBEES 5B, HiT
RWHERIIMDELXEL L HicHE
WTHEZS (3048 L)

Unit 1 Welcome to the office
*Talk about your job and yourself

HBEST U v P EBRATEERE
ZOWTTFETD (B050E)
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vy FoA Y oEEed s, i
RWHEEBIRIELREL L bicE
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Unit 2 What time do you close?
*  Answer the telephone at work

BRERT Y v & B TEE R
KOWTTFETS (3028 E)

IR REPEIAR L PR A 0 R LY
LEaMnERZELS, BFeMx
Yy FuAf oS08 E TS, T
IVEFEM VIR LI L & Hiod#
WTHZ2 (30581 E)

Unit 2 What time do you close?
* Ask about customer needs +answer customer questions

HHEERT U > - 2EA CHEEEE
IK2WTTFETS (304EL L)

PR LR AR ' LEY
LAMOERE2HE, M
Y R S OBE R A, #T
ROEFEEROE LI E L Hicl
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Unit 3 I'd like to change an order
* Make telephone calls to companies abroad

HRERT U MR A T EH
ZoWTTET 2 (3043LLL)
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LEMOESRL+®L, BFEME
¥ R S OERET D, Wi
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Unit 3 I'd like to change an order
*Talk about invoices and orders + Request changes to orders

BRI T U FEFACEY R
LW CTFHETS (3078 E)
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LEBOENRLHS, SHEME
Ly RoA Y OME T 5, FiT
TROHFEIT R LI L L bl
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Unit 4 May I take a message?
* Receive telephone calls at the office

R Y kR A CEEEE
oW TFETH (308 L)

FREE AR L= Y A4 D IR LR
LAMOEHEXS, HH LM
Ty KoL IO EYTS, Wi
ARVVETRILMR D R LR & L bl
WTHAS (3047EL L)

Unit 4 May I take a message?
*take messages +Summarize and confirm messages

BT U > b RS A TEE GG
DWW TTFETS (GosmElE)

1RRPERRE LA IR LY
Lo EHFE£E5, EHFEME
v ROA S OMBET D, BT
RVWEIEBIBRYIELXEEL L bICH
WTH A S (3047LL L)
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Unit 5 Shall I ring that up for you?
*Assist retail customers

HFEHRPTY v EFATHEE®RA
22 TPEY 5 (304LL L)
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Lo ER2HH, THERE
vy Ko FoOMEETS, Wi
RVHFFEmE LR L L bl
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Unit 5 Shall I ring that up for you?
*Ask for the sale + Take payments

HRLECT Y > b & A TR
2V TTFETD (30480L5)
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Yy FuA OB ETS, #iT
PRV D IR LR L b I
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Unit 6 This way, please
*Direct clients visiting your office

BREL) mHEA CEE R
220 TTFE+ 5 (30480 k)
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Unit 6 This way, please
*Small talk with customers + Offer refreshments

HRWRLT Y v b EBEA THEE RE
oW TTFET S (3045384 L)
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Unit 7 I'd like to make a complaint
*Understand customer complaints

FRWCT Y > b EBEA TEE R
DOV TFETS (305381 E)
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15

Self introduction and Review quiz

RS ) > P RFA TR Y G
2T FET 5 (30480 L)
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Unit 7 I'd IKe to make a complaint BETERL-FHe®0 & LEE

*Apologize and accept responsibility
Unit8 Could you fill out this form?
*Discover customer needs and goals

ERBLT )V EMATEYRE
oW TFET S (304581 E)

Lo ER2H5, EFEME
Yy FuA 7088 xT5, &
TRWEEEIREVELITEL EHiIZE
WTHZD (304LLE)

Unit 8 Could you fill out this form?
*Instruct how to complete forms + Explain purchase details

HEESLT) v P ERATELEHE
KOWTFETS (308 L)

BEPERL-EHEZHELEY
LEMioESE#ES, EHEZME
Yx FoA s Fo@Er+s, i
RWHEHBRVIELXEE L BICE
WTH LS (BomLiE)

Unit 9 Welcome to Japan
3 | * Greet a company guest at the airport + Offer to carry
luggage

HFEPLT Y v FETATHEEHE
IZ2WTFET S (3055E L)

FEPHREL-ERE2BVELES
LEnEFLES, EFEME
Yy FoA o FoEdExT 5, B
RVWHIEEIEBVIELXEL L LCE
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Unit 9 Welcome to Japan

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

*Talk about your current job

B g7 |

U % B AT
oW TFE

(3047L4 k)

P
L)

1RFhEME Lo AR R L
LEMOEREH D, THEME
v Ko Y oiEETH, BT
PRGBS R LR b bl
WTHZ 2 (3058 L)

Unit 10 What's your background ?
*Talk about your work and education history + Casual talk
with a company guest

#HE O o M ERATHEYGER
IZ2WTTFEF 5 (305780 L)

FRMECPERAR L - PR A R LR
LEikoER+Es, BFEME
Yy FoA o VoMEETS, Wi
TRVEEEIEMR DR LR L L ok
WTHAD (3058 E)

Unit 11 Here's your schedule
* Establish a morning pick-up time + Explain meeting times
and participants

BRMCTY > P E WA TEEGEE
W2WTFET S (307380 E)

AP LA R YR LER
Lo ER+ED, THEEME
Yy FoA L rYoMBEets, &
TEVWERRIZEB O R LI L L b o@#F
WTHAS (30438 k)

Unit 11 Here's your schedule
*Explain meal times and cuisine
Unit 12 I'll see you tomorrow

* Ask if the guest has any requests

BT ) v MR ATHEBE
oW TFET S (304084 L)

RAEPHEAM LI ER YR LEY
LEoESR+HHD, THEEME
v FuA rrolEETS, Wi
PRVHFEEM R LI L Lo
WTHA S (304LLE)

Unit12 I'll see you tomorrow
*Accept or refuse invitations to dinner + Establish or confirm a
morning pick-up time

BT U > b #A T E
oW TTFETS (3040 L)

REPEMG LU EREGRYIELEER
LAMDEREE 5, STrHa
v KA X OE R TS, T
RVHRIE M Y R LI L & i
WTHZS (3047LL L)

Unit 13 Welcome to the presentation
*Pressent a product or service + Tell a compelling story

PR Y P ERATEY R
oW TFET S (304 L)

FEHREPEIAR L - P 2 0 R LY
LAMOEN L ED, EMEE
Yy RoA L ZOMBETS, Wit
TRVEERTMR Y R LICEEL L bl
WTH 2S5 (30528LE)

Unit 13 Welcome o the presentation
* Answeer audience questions

RS Y > b EMA TG

RAEPEAE LY e 0 B L2y
LAk B &R 5, Tk

o W s A i 01 7 ] =p:
e Unit 14 Would you use this product? W2WTTFET S (304780 1) }il,\: :‘ %é@fﬁ%iéﬁg ?ﬁ_’g
*Ask people to give you their opinions WTHAS (304LL L)
Unit 14 Would you use this product? ) %ﬁ;g%%zg&’g;g%zﬁg
11 |*Explain your product or service + Record,take notes,and #ﬂ'aﬁwﬂ ) ,/_ hEMATERBE Dy 1o r /;fcoﬁsh’é‘}' 2D, W7
W2WTFET S (304LLE) T B P L eliis
analyze data i REHHE 0 R L3CHE L & bzl
WTHEA D (30478 L)
Unit 15 I think people will love this! ) %ﬁ%g%%gﬁg%ﬂgg§§g
12 |*Discuss product ideas and market research + Give *{fﬂﬁ{az J :/ b éﬁ/u?"i_'i’giﬁillﬁ Y KA V%E%’ﬁa:“i‘bn et
20 TFETS (307LLE) ot s 3 . =
recommendations i ‘gﬂn g'ﬁ% ) g [J’j:c)ﬁ ctbicH
WTHZS (3048
Unit 15 T think people will love Ehis! BRI ER L7 WA A e 0 5E S
* Reach consensus on a product to develop BRERS Y v b a WA crEam COMOERER S, B EH X
13 i . 2] 5o = vy Koo VOMEETA,
Unit 16 Our social media strategy LOWTFETS (3028LE) P BT 0 R L L & b i
*Lead a multi-person meeting WA S (3043 EA L)
Unit 16 Our social media strategy ) %ﬁ%%g@%égg&gg’gﬁ?g
14 | *Make suggestions for using social media + Take ownership %‘ﬂ*@f’o !i,_/ b é’ﬁ/"‘?fﬁgﬁﬁﬁ Uy R4 L7 OB ETS, B
22 TFET S (30580 L) i b ; 5 B
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15 |Review quiz + A presentation BR#LT) o A CE R Ty RoA ‘/&’@ME;TZJO Eidb)
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