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Unit One Understanding Company
Section One: Listen and Warm up
Section Two: Listen and Make Choices
Section Three: Listen and Fill in Blanks
Section Four: Listen and Dictate

Section Five: Listen and Make Judgments
Section Six: Listen and Understand

Unit Two Job Interview

Section One: Listen and Warm up
Section Two: Listen and Make Choices
Section Three: Listen and Fill in Blanks
Section Four: Listen and Dictate

Section Five: Listen and Make Judgments
Section Six: Listen and Understand

Unit Three Being a Clerk

Section One: Listen and Warm up
Section Two: Listen and Make Choices
Section Three: Listen and Fill in Blanks
Section Four: Listen and Dictate

Section Five: Listen and Make Judgments
Section Six: Listen and Understand

Unit Four Being a Manager

Section One: Listen and Warm up
Section Two: Listen and Make Choices
Section Three: Listen and Fill in Blanks
Section Four: Listen and Dictate

Section Five: Listen and Make Judgments
Section Six: Listen and Understand

Unit Five The Functions of Management
Section One: Listen and Warm up
Section Two: Listen and Make Choices
Section Three: Listen and Fill in Blanks
Section Four: Listen and Dictate

Section Five: Listen and Make Judgments
Section Six: Listen and Understand

Unit Six Decision-making

Unit Seven Human Resource Management
Unit Eight Job Motivation

Unit Nine Training at Work

Unit Ten Quality Management

Unit Eleven Customer Relations

Unit Twelve Accounting

Tapescripts
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