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Dayld 0 O 0O O O Easily Finding a Job

(010 0 0 O O Booking the Interview
020000 0O Interview Scenes

030 00 0O O After the Interview

Day2[0 0 O O O O The First Day at Work
0100 0 0O O Meeting Collegues for the first time
020 0 0 0O O Acquainting the Work

Day30 00 0O O O O Getting along with Colleagues
010000 0 Daily Greetings

020 0 0 0O O Working Overtime

Day4[] 0 0O 0O 0O O Dining Together

01000 0 O Dining Proposal

0200000 In the Dinner

Day500 0 0O O O O O Guesting at Colleagues’ home
010000 O Inviting Colleagues

020 0 0 0O O Visiting Colleagues

Day6U U O OO0DOOOO ATense Work Report
0100000 Job Schedule

(020 0 0O O O Project Progressing

Day700 0 O O O O Raising, Promoting
010000 0O Demanding a Raise

002000 0O O Demanding a Promotion

Day8(1 [0 [0 [0 O Asking for Leave

010 0O O Sick Leave

(020 O O Personal Leave

Day9ll 00 0 O O O O O Talking about the Work
0100000 Work Stress

02000 0O O Suggestions and Advice
Dayl00 0 0O O 0O 0O O O No Worry about Problems
010000 O General Problems

020 00 0O O Urgent Incidents

Dayl1lJ 0O 0O OO OO Good at Routine Work
010000 0O File Keeping

0020 00 0O O Sending and Receiving Faxes
Dayl1200 0O 0 0O 0O O O O Not Difficult to Inform
010000 0O Informing the Meeting

020 00 0O O Informing the Travelling

Day130] [0 0 O O O Ready for a Meeting
0010000 O Perparing for a Meeting

020 0 0 O O Meeting Topic

(030 0O 0O O O Requesting Interruption

040 00O O O Meeting Discussion

05000 0 O Meeting Summary

Dayl400 0 0O 0O OO OO Vital Customer Service
0010000 0O Active Customer Service
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0200000 0 0O Establishing Trade Relationship
Day150 O O O O O Being Invited to Visit
001000 0O O Visiting the Factory

(020 00 0O O Introducing the Product

Dayl16[] [0 O O O O Attending the Exhibition
010000 0 In the Exhibition Hall
02000000 O Establishing Trade Relationship
Dayl70 00 0O 0O O 0O O Calling Matter Not Simple
0010 0 0 O Making a Telephone Call
0200000 Call Transfer

0030 000 O Telephone Messages

Day180J [0 0 O O O Getting Clients Done
010000 0O Make Appointments with Clients
020 0 0 0O O Visiting Clients

0030 00O 0O O Business Discussion

(040 0 0O O O Entertaining Clients
0500000 Farewell

Day190 0O 0O 0O 0O O O O Easily Making Market Survey
(010 00 0O O Ready for a Survey

0200000 O General Survey
03000000 O Analyzing Survey Results
Day200] [0 O O 0O O O O No Lack of Advertising
0010 0 0 O O Advertising Strategies

020 00 0O O Promotion Plans

Day210 [0 O O O O Going on a Business

0010 0 0 0O O Booking Air Tickets

020 00 0O O Hotel Reservation

Day2201 00 0 OO OO O Familiar with the Process of Foreign Trade
01000000 Inquiry and Quotation

(02 0 O O Counter-offer

030 00 0O O Terms of Payment

040 0O O Packing

050 0 O Shipment

060 00O Claims

Day230 O 0 O O O O Negotiation Master
0100000 Bargain

020 0O O Return

0300000 0O 0O Agreeing Future Discussion
040 0 0O O O Refusing to Talk Again

(050 0 0O O O Negotiations on Joint Venture
Day240 [0 O O O O Signing the Contract

010 0 0 0O O Discussing the Contract

(020 0 0 O O Signing the Contract

Day250 0 O O O O Congratulationsd

001000 0O O Congratulations for the Prize

(020 0O O O O Congratulations for the Promotion
Day260] (0 [0 OO 0 O Encouragement
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0100000 O Encouraging New Staff

(020 0 0O O O Encouraging Colleague

Day2700 0 O O 0O O O O Thanks and Sorry
010000 O Expressing Gratitude

0020 00 0O O Expressing Apologies

Day2800 0 OO OO OO OO Asking for Help , Helping others
0100000 Asking for Help

02000 0O O Offering Help

Day29(] [0 O O O Business Writing

010 00O Cover Letters

0200000 Application for Leave

(030 0 0 O O Contacting Clients

Day300 OO 0O,000000 Goodbye, Dear Everyone
010 0O O Sacking

(02 0 O O Resignation
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