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Chapter 1 NewcomersUnit 1 Notifying to WorkUnit 2 Remuneration and BenefitsUnit 3 Employment
ContractUnit 4 First Day in the CompanyUnit 5 Working EnvironmentUnit 6 TrainingUnit 7 Complimenting and
Criticizing the StaffChapter 2 Personnel WorkUnit 1 Being LateUnit 2 Asking for LeaveUnit 3 Working
OvertimeUnit 4 Asking for a Salary RaiseUnit 5 PromotionUnit 6 Recruiting a New StaffUnit 7 TransferringUnit 8
ResignationUnit 9 FiringUnit 10 Company BonusUnit 11 Performance ReviewChapter 3 Day-to-Day WorkUnit 1
Arranging AppointmentsUnit 2 Thanks and ApologyUnit 3 Dealing with ComplainsUnit 4 Compensation
ClaimUnit 5 Making CallsUnit 6 Entertaining the ClientsUnit 7 ScheduleUnit 8 File KeepingUnit 9 MeetingsUnit
10 Company DressChapter 4 Business ReceptionUnit 1 Meeting Clients at the AirportUnit 2 GreetingsUnit 3
Arranging HotelsUnit 4 Around the WorkshopUnit 5 Business DinnerUnit 6 Sightseeing with the GuestsUnit 7
Seeing Off ClientsChapter 5 Going Abroad on BusinessUnit 1 Arranging the PlanUnit 2 Passport and VisaUnit 3
At the CustomsUnit 4 At the HotelUnit 5 Calling On ClientsUnit 6 Trade FairsUnit 7 Travel
ReimbursementChapter 6 After WorkUnit 1 Diet CultureUnit 2 TravelingUnit 3 FitnessUnit 4 Tasting lifeUnit 5
Money ManagementUnit 6 CarsUnit 7 Buy a House
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[0 O In the management review conducted every year[] we would[] responding to clients new de- mands[]
increase our requirements on product and service qualityl] and reflect them in our quality goal. The reason for
making a decision is that a problem existsC] goals or objectives are wrongl] or something is standing in the way of
accomplishing them. For managersC] every decision has constraints based on policiest] proceduresC] laws[]
precedents] and the like. Often managers must make a best guess at what the future will be and try to leave as little
as possible to chanced but since uncertainty is always thered risk accompanies decisions. For ex- ample[]
managers sometimes treat problems by con- vention. Because individuals and organizations fre- quently have
different ideas about how to attain the goalsC] the best choice may depend on who makes the decision.

O Frequentlyd [J departments or units within an organization make decisions that are good for them individually
but that are less than optimal for the larger organization. Some of these objec- tives are more important than others
[0 but the order and degree of importance often vary from person to person and from department to department.
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