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[0 Congratulations and Consolationst] 0 O 0 0O O O O O O UNIT O Invitations and Appointments™ [0 [0 [
O O O UNIT O Giving Advice and Suggestions[] [0 00 00 O O O UNIT O PersuasionJ] Agreement and
Disagreementd] 0 0 000 00O O O UNIT O Asking and Showing Directionsdd O O O 0O O O UNIT O
Bidding Goodbye[] (0 00 O PART TWO ENGLISH 100 FOR SECRETARIAL STAFFO 0O O 0O O [ 100

O UNIT O Receiving VisitorsD O O O O O UNIT O Taking Messages[] (I O O O O UNIT O Making
Appointmentst] OO O 0O O O UNIT O Dealing with the Office Routined 0O [0 0 0 0O O O UNIT O Job
Interviewstd O 0O O O O UNIT O Using the Telephoned [J 0 OJ 00 OO UNIT O Planning a Business Trip[J it
0000 OUNITO Arranging Conferencest] O O O O O UNIT O Interpreting at Conferences] [J [0 00 O
O UNIT O Making Suggestionst] [0 00 0 O O PART THREE ENGLISH 100 FOR TAXI/BUS DRIVERSO [0 O
O0000D000O0D21000UNITO Taking Taxi Ordersd O O 0O O O UNIT O Getind Please] O O 0O O

O UNIT O Readyto Startd O 0O O O OUNITO OntheWayd O 0 O OO UNIT O TrafficJamd O 0O O O
O UNIT O Introducing the Attractions] O O [0 O O UNIT O Tackling Emergenciesd] O O O O O UNIT O
Charging the Fare[J [0 O O 00 O UNIT O Bidding Goodbye[J [0 0 O 0 O UNIT 0 OntheBusD O O O O

O PART FOUR ENGLISH 100 FOR HOTEL STAFFO O O O O O 1000 UNIT O Taking Room Reservations
O0000OUNITO Atthe Reception Desk 0 00 0O O O UNIT O Bell Serviced 0 0 O O O UNIT O The
Business Center and the CentralSwitchboardd O 0 0O 0O O O O O O O UNIT O Foreign Currency Exchangell
O000OOUNITO Housekeepingd OO OO OO O OOOOUNITO HousekeepingD 0 OO0 OO0
000 OUNIT O Atthe Hotel’ s Restaurantl] ShoppingArcaded andGymO O OO0 00000 Q0O OO
O O UNIT O Settling Complaintst] O O O O O UNIT O Atthe Cashier’ S DeskO O [0 O O O PART FIVE
ENGLISH 100 FOR SHOP ASSISTANTSO 0O 0 0 0 1000 UNIT O General WOrk ProceduresC] O O 00 O

O UNIT O At the Foodstuff Counterd O O O O O UNIT O At the Pharmacy Counterd 00 00 O O O UNIT O
At the Artand Craft Department0 O 0 0 OO OO O OO OO O OUNIT O Atthe Art and Craft Department
0000000 00000000OUNITO Atthe Textile and the Knitting-WO00IDepartment [0 [0 [0 [0 [
O 000OUNITO Atthe Garment Department] [0 O O O O UNIT O At the Cultural and Recreational
Department] [0 00 O 0 0O O O UNIT O At the Cosmetics Department [0 [0 0 [0 0O 0O UNIT O At the Bazaar
O0000000O0OPARTSIXENGLISH 100 FOR RESTAURANT WAITERSO O 0O 0 O O 0 10000 UNIT O
Seating the Diners] O O 00 O O UNIT O Taking Orders for Chinese Cuisinel] [0 [0 O O O UNIT O Taking
Orders for Western Cuisine[] O O 0 O O UNIT O Serving the Dishest [0 00 O O O UNIT O Celebrationsd
0000 OUNITO Chinese Breakfast[] [0 0 O O O UNIT O Western Breakfast[] [ 00 0 O O UNIT O
Settling ComplaintsC] O O 0 O O UNIT O AtaBard OO 0O O O UNIT O Accepting the Payment O O [
O O PART SEVEN ENGLISH 100 FOR BEAUTY PARLORAND CLUBSTAFFO O OO O OO O O O 100
O UNIT O Deep Face-CleansingDd O O 0 O OUNITO The Make-upO D OO0 OO OO OOUNITO The
Make-upO O 0O 0O 0O O OO OUNIT O Hair Settingd O O O UNIT O Hair Perm for Ladiestd O O O O

O UNIT O Hair Cutting for MenO O O O [0 O UNIT O Our Recreational ClubO O O 00 0O O UNIT O Sauna
Bath and Swimming[dl 00 00 00 0 O O O UNIT O Bowling[d Gongfuand OthersC O O O OO0 000 O

O UNIT O Singing and Dancingd O O O O O PART EIGHT ENGLISH 100 FOR PROPERTY
MANAGEMENT CLERKSO 0 OO DO OO 1000 UNITO LeaseD DD OO DD OODOUNITO Leased O
O0000D00OOUNITO Recreational FacilitiesT] O 0 O O O UNIT O Premises FacilitiesT O 0 0O O

O UNIT O Move-in ProceduresC] [0 0 O O O UNIT O Premise Maintenancel [0 00 0 O 0O UNIT O Service
CenterD] 0 O O O O UNIT O Convenient Store[] [0 00 O O UNIT O Wishes Congratulations and
Consolationsd O 0 0O 0O 0O 0O OO OUNIT O Settling Complaintst] O O 0O 0O O
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00 O 1.0 Mr.Brown[d B[O Miss FangCl I' m planning atripto Xi’ an.I’ d likeyou to make the necessary
arrangements for me. [ His Secretary Fang[] F[I Certainly[] sir.\WWhen are you leaving and how would you like to
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0 O 2.BO Miss Fangd do you have my itinerary readyl]
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