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Unit 1 introducing and Greeting [1 1.1 Making a Self-introduction] 1.2 Introducing Others[] 1.3 Having a Free
Talk with OthersUnit 2 Knowing Your Office(] 2.1 Giving Directions in the Office] 2.2 Knowing the Office
Equipment 2.3 Using the EquipmentUnit 3 Using the Telephoneld 3.1 Making a Phone Call(J] 3.2 Making an
Appointment by Phone [0 3.3 Booking a Hotel by PhoneUnit 4 Receiving Visitors] 4.1 Receiving a Visitor[] 4.2
Entertaining a Visitord 4.3 Seeing a Visitor Off\Vocabulary PracticeTapescripts
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