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Unit 1 World Economic OrganizationsSection [1 Lead-in 1Section [ Background Information 4Section [
Economic Scenes 12Section [J Language Points 18Section [ Simulated Class Training 20Section [0 Funny Time
22Unit 2 OffceWorkSection (I Lead-in 23Section [1 Background Information 26Section [ office Work Scenes
35Section [0 Language Points 41Section (I Simulated Class Training 43Section [0 Funny Time 45Unit 3 Hotel
ServiceSection [0 Lead-in 48Section [0 Background Information 51Section [0 Hotel Scenes 60Section [
Language Points 67Section [0 Simulated Class Training 70Section 0 Funny Time 71Unit 4 FinanceSection [J
Lead-in 73Section [0 Background Information 76Section [ Financial Scenes 84Section [0 Language Points
90Section [0 Simulated Class Training 92Section [0 Funny Time 94Unit 5 Culture & EducationSection [0 Lead-in
96Section [0 Background Information 99Section [1 Educational & School Scenes 107Section [0 Language Points
113Section O Simulated Class Training 115Section [0 Funny Time 117Unit 6 HousingSection [J Lead-in
119Section O Background Information 122Section [0 Housing Scenes 132Section [1 Language Points 139Section
[0 Simulated Class Training 141Section [1 Funny Time 143Unit 7 MarketingSection [1 Lead-in 144Section [J
Background Information 147Section [J Marketing Scenes 154Section [ Language Points 160Section [J
Simulated Class Training 162Section [ Funny Time 163Unit 8 Job InterviewSection [J Lead-in 165Section [
Background Information 168Section [ Job Interview Scenes 176Section [1 Language Points 182Section [
Simulated Class Training 185Section [J Funny Time 186Unit 9 Electronic CommerceSection [J Lead-in
188Section O Background Information 191Section [J E-commerce Scenes 198Section [J Language Points
204Section [0 Simulated Class Training 206Section [J Funny Time 208Unit 10 Trade FairSection O Lead-in
209Section [0 Background Information 212Section [1 Trade Fair Scenes 219Section [1 Language Points
225Section [0 Simulated Class Training 227Section (I Funny Time 228
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[0 O Read carefully to see whether the employer asks for a CV or other information to besent in(1 and whether
specific directions are given about completing the application form.Do exactly what is asked because if there are
thousands of applicantsl] the employermay choose to read only those applications that are completed correctly. If
they ask fora CV send one. Some specify that you should not send a CV —— they will throw it awayunread.
Some specify that they wish you to complete the form in a particular color ink[J as they need to scan the form into
the computer.[] [1 Passage 1 & Passage 21 [0 1. Read the directions.[] (I 2. Play the recording the first time. Say[]
Now please fill in the blanks with the m~singinformation.[J [J 3. Play the recording a second time. Check the
answers.[] [ 4. Play the recording a third time. Have students note any words or phrases that theydont understand.
Then read the scripts to the class and ask students to raise theirhands when they come across words or phrases that
they dont understand. Writethese words and phrases on the board.[ [J 5. Discuss the words and phrases with the
class. Ask students to explain each one intheir own words[] if possible.
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