00004, tushu007.com
<«<OQ00d0O0Oooodns>

guoooon
J00<<0OD0OboObOoOoooggs>>
1300 ISBNUO O 0 9787308074551

1000 ISBNO 0 11 7308074552
0dodogo2010-4
gooooboooogooao
goooooooo o

000249

guooobobbogooooopbrbbbggoooobbbgooooon

00000000 http://www.tushu007.com

Page 1



00004, tushu007.com
<«<OQ00d0O0Oooodns>

goon

0000000000000 00000D0DO00O00O00D DO Top Sentencestd 0 00 O O O O Words and
Prirasesd 0 0 0 O O O O Fashion ConversationsD O O 0 0D 00000000 O0OO0OOO0OOO0OO
O00o0ooo0obO0o0o0o00ooooboooooooooobooooooo

00000000 00000oooooO0000o0oooobo0ooooooobOooOoOoOoooon
00000000 0000o0oobo0o00oooOooobobooo0oooooboooOoOoOoooon

Page 2



00004, tushu007.com
<O000o0ooodoodss

good

Part 1 Induction in Foreign Companies] O [ [ Unit 1 Job-hunting and Interviews] [I [0 [ Unit 2 Going to
Work[] [0 O O Unit 3 Learning about Workd O O O Unit 4 Emolument] [ Unit 5 Welfare[ [0 [0 [0 Unit 6
Pressure andAdjustment [ OO O [0 Unit 7 Being Late[d] [ Unit 8 Taking a Leaveld [ Unit 9 Resignation[]

O Part 2 RoutineOfficeWorkd O O O Unit 1 Making CallsCI O [0 [0 Unit 2 Visitors Reception [ [ [ Unit 3
Letter and Document Processing] [0 [0 [0 O O O Unit 4 Receiving and Sending a Fax[J [0 OO [0 Unit 5 Computer
Application] O O O Unit 6 Financial Jobst O O O Unit 7 Conferences] 00 O O Unit 8
CollectingandPurchasing] O O O O Unit 9 Interviews and Trainingd O O O Part 3 Foreign Trade O O

0 Unit 1 Orderst O Unit 2 Inquiryd 00 Unit 3 OffersC] [ Unit 4 Bargaining] [ Unit 5 Commission and
Discount 00 00 00 [0 Unit 6 Terms of Payment[] [0 [0 O Unit 7 Transport Packingd [0 I [ Unit 8 Insurancel]
[0 Unit 9 Claims[J [J Part 4 Client Receptiond [J [0 [J Unit 1 Visitors for Appointmentd O O [ Unit 2
Introductions] [ 0 O Unit 3 Meeting at the Airport[] [J [0 [J Unit 4 Accommodation Arrangements(] [ [J

O Unit 5 Treating ClientsC] O O O Unit 6 Introducing Companies and Business[] O O [0 O O O Unit 7 Showing
Someone Around] O O 00 Unit 8 Giving PresentsC] O O [ Unit 9 Sending Someone Off] O O [J Part5
StaffRelationst [J [0 O Unit 1 Making SuggestionsC] [ O O Unit 2 Enquiring and Seeking Help O O O Unit 3
Acknowledgement] [ Unit 4 Apologizingd O Unit 5 Comfort and Encouragement O [0 [0 O Unit 6
Argument and Blame[J 00 O O O Unit 7 ComplaintstJ [J Unit 8 Praising Colleaguest] O O [0 Unit 9 Warning
and Remindingd O 00 O O Part 6 Engagement and Etiquettel] [J [J [ O Unit 1 Giving a Dinner] O O [0 Unit 2
Dining Etiquette] [0 O O Unit 3 Dances and Partiesl] [ O O Unit 4 Attending Weddingst O O 0 Unit 5
Festival Etiquette] (I OO OO Unit 6 Etiquette for Visiting Patientst] (I [J [ Unit 7 Congratulation Etiquette] [ [
[0 Unit 8 Dressing Etiquettel] [0 [J O Unit 9 Outingst [0 OO O

Page 3



00004, tushu007.com
<«<OQ00d0O0Oooodns>

goon

gobboooboupbDFODODDODOOOO0O0O0OO0OOOODOOO

0000000 :http://www.tushu007.com

Page 4



