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内容概要

韩乃臣主编的这本《涉外秘书英语》以高等职业教育应用英语专业涉外文秘方向的学生就业为导向，
在行业专家的指导下，贯彻以“学生”为中心，以“实践”为核心，以“项目”为载体，以“企业”
参与为平台的原则，致力于打造高标准的职业方向课程教材。
本教材以一个虚拟的项目贯穿于整个课程。
贯穿项目由课程模块体现，每个模块下设子项目，由这些子项目来构成整个贯穿项目。
全书共分18个单元，各单元内容既自成一体，又互相联系。
每个单元包括Warming-Up，Introduction
to the Topic，Situational Dialogue，Practice，Course
Project五个环节。

《涉外秘书英语》适合高职高专文秘专业学生作为职业英语课程的教材使用，也适合社会企业文秘人
员、行政管理人员自学。
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书籍目录

Project 1Job Interview
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 2Job Duties
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 3Company History and Corporate Culture
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 4Company Organizational Structure
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 5Office Equipment
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 6On the Phone
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 7instruction and Request
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 8At a Meeting
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
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Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 9E-mail
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 10Memos
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 11Meeting Minutes
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 12Business Report
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 13Meeting Guests at the Airport
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 14Company Presentation
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 15Product Presentation
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 16Business Dinners
Ⅰ.Warming-Up
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Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 17Booking a Hotel Room
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
Project 18Booking Tickets
Ⅰ.Warming-Up
Ⅱ.Introduction to the Topic
Ⅲ.Situational Dialogue
Ⅳ.Practice
Ⅴ.Course Project
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