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Unit 1 Introduction

Unit 2 Job Hunting &amp; Job Descriptio of Secretary
Unit 3 Management of Office

Unit 4 Oral Communication Skills

Unit 5 Written Communication Skills

Unit 6 Intercultural Communication

Unit 7 Business Activities

Unit 8 Business Etiquette

Unit 9 Moral Codes &amp; Peonal Quialities of Secretary
Keys to the Exercises
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