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An introduction to the course

Unit | Introduction

Unit 2 Job description

Unit 3 Meeting guests

Unit 4 At a restaurant

Unit 5 Welcome speeches

Unit 6 Telephoning-

Unit 7 Company introduction

Unit 8 Product introduction and promotion

Unit 9 Production processes

Unit 10 Performance and trends

Unit Il Business writin9—E—mails and memos

Unit 12 Business writing--letters and repots

Unit I3 Office equipment

Unit 14 Making arrangements and appointments

Unit I5 Business travels

Unit 16 Company meetings

Unit |7 Arranging a conference

Unit I8 International trade

Unit 19 Business negotiation

Unit 20 Complaining and problem—solvin9

Unit 21 Applying for a job

Unit 22 Recruitment
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