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Part 1 Secretary Routine] [0 [0 [J

Unit 1 Letter Fax and Telegram O 0O 0O O O O O
Unit 2 File Keeping O O O

Unit 3 Computer Operation(] [J [ [J

Unit 4 Handling ComplaintsC] O O [
Unit 5 Arranging a Meeting and Taking Minutesd O 0 0O 0O 0O 0O O O
Unit 6 Advertise for Staff(] [J [ [

Unit 7 Receiving Visitors O O 0O 0O O

Unit 8 Making Introductionst] [ [ [
Unit 9 Seeing offJ [0 O [

Unit 10 Arranging aBusiness Tripd O O O O O
Part 2 TelephoneCallsforOfficel] OO O [ [

Unit 1 Booking Flight TicketstI OO [0 O

Unit 2 Consultationd [

Unit 3 Calling Shoppingd O O O

Unit 4 Confirming anAppointment [ [ [
Unit 5 Customer Surveyd [ [ [

Unit 6 Making Announcements] [

Unit 7 Restaurant Reservationd (1 [J [J
Unit 8 Talking about Business( [ [0 [

Unit 9 Receiving a Personal Call Instead(] [0 (I 00 O [
Unit 10 Roam Reservationt] 0 O [

Part 3 Daily Communications [0 [0 [
Unit 1 Visiting Colleagues(] [ [ [

Unit 2 Going to a Party] (0 [J [

Unit 3 Sightseeingd [

Unit 4 Consolation(] [

Unit 5 Dinnerd [ [

Unit 6 Present Giving OO O O



Unit 7 Taking Leavel [J

Unit 8 Helping Each Otherd OO O [J

Unit9 Giving Suggestions(] [1 [

Unit 10 Giving One'S Opiniond O [J

Part 4 Pastimel] O (0 O

Unit 1 Have a Relaxing Vacation 00 00 O O O O [
Unit 2 Accompanying Someonel] [

Unit 3 Films and TV Programs[] [

Unit 4 Music FanstJ OO O O

Unit 5 Gynmasium Exercise] [ [J [

Unit 6 Campmg and Outingst O O [0 [
Unit 7 Atthe Bard OO O [

Unit 8 At the Parties] [0 [0 [J

Unit 9 Ball Sports(] [

Unit 10 Books and Periodicals [J

Part 5 Have a Chatin Officel] 00 [0 [0 [

Unit 1 The Weatherd [0 [0 [

Unit 2 Interests and Hobbies[J [0 [J [

Unit 3 Work Pressure] OO [ [J

Unit4 Talking aboutthe Boss and Colleaguest] 0 O OO0 0 0 0O 0O O
Unit 5 About Ideals and Hopel OO OO O O

Unit 6 Money Management and Investment(] (I (1 [
Unit 7 About Country and Languageld 0 [0 [0 [0
Unit 8 Talking about Beauty and CosmeticsC] [0 [0 [J [
Unit 9 Talking about Environment(d (O (1"

Unit 10 Talking about Family[d [ [
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