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Part [J Secretarial Practicel] Unit One At the Officel] [ Section A Text Understanding[] [I Section B Speed
Reading[d O Section C Case Study[] [1 Section D Supplementary Reading[] Unit Two At a Meeting[d [ Section
A Text Understandingd [ Section B Speed Reading[] [1 Section C Case Study.[1 [1 Section D Supplementary
Reading[] Unit Three Between Us[ [0 Section A Text Understanding] (I Section B Speed Reading[] [ Section
C Case Study[] [0 Section D Supplementary ReadingPart (I International Tradell Unit Four International Trade
Foundationsd O Section A Text UnderstandingJ [0 Section B Speed Reading[] [ Section C Case Study[]

[0 Section D Supplementary Reading Unit Five Export / Import Transaction[] [1 Section A Text Understanding
[ O Section B Speed Readingd [ Section C Case Study[] [1 Section D Supplementary Reading[] Unit Six
International Payment] [ Section A Text Understanding[] [ Section B Speed Reading[] [ Section C Case Study
[J O Section D Supplementary ReadingPart [ Marketing[] Unit Seven What Is All about Marketing?[] [] Section
A Text Understandingd [ Section B Speed Readingd [ Section C Case Study[] [1 Section D Supplementary
Reading[J Unit Eight Developing Marketing Mixes [ O Section A Text Understanding] O Section B Speed
Readingl] O Section C Case Study [J [J Section D Supplementary Reading [ Unit Nine Marketing Strategy and
Pland O Section A Text Understanding[] [J Section B Speed Readingl] [ Section C Case Study[] [J Section D
Supplementary Reading Part I Management[] Unit Ten Introduction to Management[] [J Section A Text
Understanding [J Section B Speed ReadingU [J Section C Case Study[] O Section D Supplementary Reading

O Unit Eleven Human Resource Management[] [J Section A Text Understanding [J [J Section B Speed Reading
[0 O Section C Case Study[] [ Section D Supplementary Reading[] Unit Twelve Production and Quality
Management[ [0 Section A Text Understanding[] [J Section B Speed Reading[] [ Section C Case Study [

[ Section D Supplementary Reading] [ [ [
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