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Chapter 1O OO OO

Partl 00O OO0

Part20 00000

Unit 1 Salesperson(] [0 [0 [

Unit 2 Accountantld [J

Unit 3 Marketing Plannerdd O O OO0 O O

Unit 4 Buyer Service SpecialistC] [0 00 00 00 O

Unit 5 Customer Service SpecialistC] [0 0 [0

Unit 6 HR Managerd [0 0O 00 0O O

Unit 7 Training SpecialistC] O [0 O

Unit 8 Office Manager O [0 0 O

Unit 9 Secretary/Assistant] O 0 O O

Unit 10 Computer&amp;Network Support TechnicianO O O O 0O 0O 0O O
Unit 11 Software Engineer(] [ [0 [0 [

Unit 12 Mechanical Engineerd [0 0 OO [

Unit 13 Tour Guided [J

Unit 14 Travel Consultant[] [0 0 O

Unit 15 English Interpreterd O O O O

Unit 16 English Teacherd O 00 O

Unit 17 Reporter] 0

Unit 18 English Editord O O O

Chapter20 00 00O

Part1 0 [

Unit 1 Salesperson(] [0 [0 [

Unit 2 Marketing Planner 00 00 0 0 O

Unit 3 Customer Service SpecialistC] 00 00 [0

Unit4 HR Manager] 0 0O 0O 0O O

Unit 5 Secretary/Assistant] O [0 [0 [
Unit 6 Software Engineer] O O O O

Unit 7 Tour Guideld [

Unit 8 English Teacher OO O [0

Part2 0 O [

Unit 1 Salesperson] [0 [0 [

Unit 2 Marketing Plannerd 00 00 0 0 O

Unit 3 Customer Service Specialistt] 00 0 [J

Unit4 HR Managerd O O O 0O O

Unit 5 Secretary/Assistantt] 0O [0 [ [

Unit6 Software Engineer] 00 0 O O

Unit 7 Tour Guide O

Unit 8 English Teacher [0 [0 [J

Part30 0O

Sample 1 A Free General Thank You Letter0 O O O O OO O
Sample 2 A Thank You Letter that Builds on Strengths of the
InterviewD 0O OO0 OO0

Sample 3 A Thank You Letter that Entice the Employer0 O O O O O 0O O
Sample 4 A Thank You Letter that Mentions Interview
AfterthoughtsDO O O OO O OO0
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Sample 5 A Thank You Letter that Aims at Damage Control O O 0O O O
Chapter0 O O OO
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