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Part 1Job-h Unting 0 O O O Unit1 0 O O O Information Collectiond 200 Unit2 O O O O Employment Ads
040 Unit3 0 O O O Personal Information] 60] Unit4 [0 00 0 O Family Backgro UndO 800 Unit50 0O O O
Education Backgro Und[J 1000 Unit6 O O O OO Academic Recordsd 1200 Unit 7 0 O O O Advantages[] 14

O Unit80 OO O Part-time Jobs[J 1601 Unit9 [0 O [0 O Public ActivitiesT] 1801 Unit 10 0 O [0 O Individual
Achievements[] 2000 Unit 11 0 00 O O Work Experiencel] 2200 Unit 12 [0 O O O Professional Skills[] 24

O Unit130 0 0O O Language Fluency 2600 Unit 14 [0 00 O O Personality and Charactord 28[1 Unit 15 [ [
(0 O Hobbies 3000 Unit16 0 O O O Ideals and Ambitions] 3200 Unit 17 [0 O O O Salary Expectation[] 34
O Unit180 0O O O O Vocations and Benefitst 3600 Unit 19 0 O O O Buying Insuranced 3801 Unit 20 O O [
O Interview Dressing[] 4000 Unit21 00 [0 O O Interview Etiquette[d 4200 Unit 22 [0 [0 [0 O Telephone Interview
0440 Unit23 0 0O O O Opening Remarks 4600 Unit 24 [0 00 O O Reasons for Resignation] 481 Unit 25 [
O O O Applying for a Positiond 5000 Unit 26 0 O O O Reasons for Applying for a Position] 521 Unit 27 [0 [
O O Business Tripd 5400 Unit 28 0 00 O O Any Questions 5600 Unit29 0 O O O Date of Availability] 58

O Unit300 O O O Ending an Interviewd 600 Unit 31 O O O O Result of Applicationd 6201 Unit 32 00 [0 [
[0 Signing Agreement] 6400 Part 2 Green Hand in Office O OO O 00 Unit33 0 O OO 0 Company Location[] 68
O Unit340 00 0O Going to Work[d 7000 Unit 35 0 O O 00 Company Detailst] 721 Unit 36 [ [0 [0 [
Department Details[] 7400 Unit 37 O [ [J [ Getting along with ColleguesC] 760 Unit38 O OJ [0 OO Clarifying
Responsibilitest] 7801 Unit 39 [0 00 O O Assigning Workd 8000 Unit40 00 0 O O Gettinga“ Hurryup” [0 82
O Unit41 0 0O O O Sex Discriminationd 841 Unit42 [0 00 O O Getting to the PointD 8611 Unit43 0 0 O O
No Excuse] 8800 Unit44 O O 0 O Work Pressured 9001 Unit45 0 O O O Gossip about the BossO 921 Unit
46 0 0 0O O Salary System{d 9400 Unit47 0 O O O Late for Work[d 9600 Unit48 O O [0 0 Work Mistakes
0980 Unit49 0 O O O Conflicts with Colleaguest] 10000 Unit50 O O O O Gossip about Work[] 10200 Unit
510 00 0O Apologies[] 10400 Unit52 [0 [0 OO OO Showing Concern for Others 10600 Unit53 0 0 O [
Appreciation and Encouragement[] 10800 Unit54 J O [0 0 Helping Each OtherJ 11000 Unit550 O O O
Individual Improvement[] 11207 Unit 56 [0 [ [0 00 Boss and Employee[] 11400 Unit57 0 O O O Extending
Congratulations] 11600 Unit58 [0 00 O O Working overtime and Covering me up 11800 Unit59 0 O O O
Asking for Leave[d 12000 Unit 60 O O O [0 Negotiating a Promotion] 1227 Unit 61 [0 [0 [0 [0 Department
Transfer(] 12400 Unit 62 00 00 0 O Job-hoppingd 12600 Unit63 0 O O O Work Progression] 1281 Unit 64 [
0 O O Hand in Resignation] 13001 Unit 65 [0 [0 00 O Getting Firedd 1320  Part 3 Office Routine 0 [ [

O Unit66 O O O O Answering the Phoned 13600 Unit 67 O O [0 O Calling Backd 13800 Unit68 0 O O [
Leaving a Message[d 14000 Unit69 O O O O Call Transfer(d 1420 Unit 70 0 O O O Telephone Enquiry 144
OUnit71 0 0 0 0O Wrong Numberd 14600 Unit 72 [0 0 OO 0 Hanging UpJ 1480 Unit 73 0 O O O Sending
E-mailst] 15000 Unit 74 O O O O Buying Equipmentd 15200 Unit 75 0 0O O O At L Unchd 15400 Unit 76 O O
O O File Keeping 15600 Unit 77 O O O O Sending Fax 15800 Unit 78 O I O O Sending Messages(] 160

O Unit790 0O O O Printing and Copyingd 16200 Unit80 O O O O At the Post Office[d 1640 Unit81 0 [ [J
[0 Booking Air TicketstJ 1660] Unit 82 J O J O Booking Rooms 1680J Unit83 1 O O [ Post Office[] 170
O Unit84 0 O O O Holiday Arrangementsd 17200 Unit 85 0 O O O Arranging Business Trips[] 1740 Unit 86
00O 0O 0O Reimbursement 17600 Unit 87 O O 0 O Files Management 17800 Unit88 O [0 O O Asking for a
Raise] 180001 Unit89 U 0 0 O Renting a CarJ 18200 Unit90 U O OO O Handling Complaintst] 1841 Unit 91
0000 Atthe Bank[d 18600 Unit92 O OO O 0 Job Comm Unication[J 1881 Unit 93 [0 [0 OO [0 Work Reports
(019000 Unit94 0O O O O Job Evaluation] 19200 Unit 95 [0 00 O O Work Report[] 194[1 Part 4 Work
Meetings 0 O O O Unit96 O O O O Preparing for Meetingst 19800 Unit 97 O 0 0 Memos 0 20000 Unit 98 U
O 0O O Arranging MeetingsJ 2020 Unit99 [ O O O Informing People of a Conferenceld 2040 Unit 100 O [
(0 O ConsultationJ 2061 Unit 101 00 [0 [0 [0 The Meeting Connectiond 20800 Unit 1020 0 O O The
Meeting Procedurest] 21000 Unit 103 00 00 O O Q&A after a Meeting[d 21200 Unit 104 0 O O O The End of
Meeting] 21400  Part 5 Reception [0 [0 [0 [0 Unit 105 [0 00 00 0 Meeting Guests at Airport] 21801 Unit 106 [
0 O O Sending Invitation 22000 Unit 107 O O O O Canceling an Appointment] 2221 Unit 108 O [0 00 O
Making an Appointmentd 2240 Unit 109 0 O O O Remaking an Appointmentd 22600 Unit 1100 0 O O
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After Service[d 2281 Unit 111 00 OO O O Registration[d] 23000 Unit 112 0 00 [ 0 Meeting Guests in a Room
(02320 Unit 113 0 0O O O Hospitalityd 2340 Unit 114 0 O O O Showing Guests Aro Und the Company
(023600 Unit 115 0 O O O Recommended Places of Interest[] 2381 Unit 116 [J [ [ 00 Shopping [ 24000 Unit
1170 0 0 0O Departured 24200 Unit 118 J [0 O O Tea Party of Seeing off[] 24400 Unit 119 [0 O O O Holding
an Evening Party for Seeing off(] 24600 Unit 120 0 OO O O Ordinary Departure] 2480 Unit 121 0 0 0O O
Seeing off at the Airport] 25000 Unit 122 0 OO 0 O Dressing for BusinessJ 2521 Unit 123 [0 [0 O O Business
Departurel] 2541 Unit 124 0 [0 0 O Sending Presents] 25600 Unit 125 00 0 O O Business L Unches[] 2581
Part 6 Public Activities [1 [0 [0 [0 Unit 126 [0 [0 [0 O Visiting Others[] 2621 Unit 127 O O [0 O Offer Dinner
Invitation[] 26401 Unit 128 [0 [0 00 O In the Bar[d 2660 Unit 129 0 00 [0 OO Holding a Party[d 2681 Unit 130 [
00 O O Declining an Invitation[] 27000 Unit 131 0 00 O O Greeting[d 27200 Unit 132 O 0 O O Bank
Transactions 27400 Unit 133 0 0 O O Attending a Banquette[] 2760 Unit 134 0 [0 0 O Comm Unication at
the Table 27800 Unit 135 0 O O O Etiquette for a Banquette] 2801 Unit 136 [ [ [ [0 Table Manners[d 282
O Unit137 0 0 O O Atthe End of a Party[d 2840 Unit 138 OO OO O O Thanks for Invitationd 28600 Unit 139 [
00 O O GoingtoaBall(] 28801 Unit 140 [0 0 O O Talking about FestivalsC] 29000 Unit 141 0 O O O Birthday
Party[d] 292[1 Unit 142 [0 O O O Get-together at Weekends[] 29401 Unit 143 [0 [0 0 O Outdoor Campingl] 296
0 Unit144 0 O O O Picnic or Barbecueld 29800 Unit 145 [0 [0 00 0 Finding an Apartment(] 3001 Unit 146 [
0 O O Signing a Contract[] 3020 Unit 147 [0 0 [0 OO Seeing a Doctor[J 30400 Unit 148 OO O J [0 Visiting a
Patient[] 306 Unit 149 0 O J 0 Congratulate on Colleague's Promotion[] 3080J Unit 150 O O O [
Attending a Wedding[J 31000 Unit 151 0 OO 0 OO O Baby ShowerJ 312[J Unit 152 [0 O [0 0 Moving to a New
House[J 31400 Unit 153 0 O O O Retirement with HonorD 31600  Part 7 Spare Time 0 00 O O Unit 154 0 O
[0 O Coffee Timed 32000 Unit 155 0 OO O O A Cinema Date[] 322[J Unit 156 [J O 0 [0 Going to a Concert

[0 32400 Unit 157 0 O O O Trying on New Clothes 32600 Unit 158 J [0 [0 O Color and DesignJ 32801 Unit
159 00 0 O O Talking about MarriageJ 3300] Unit 160 U [0 0 O Shopping Onlined 3320 Unit161 0 0 0O O
Self-driving TravelJ 33400 Unit 162 O OO 0 O O Fresh Hand of GolflJ 3360 Unit 163 [0 O O [0 Sportsd 338

O Unit164 0 0O O O Food and Drink[d 34000 Unit 165 0 O O O Digital Products and Entertainment[d 342

O Unit166 0 O O O Yoga [ 34401 Unit 167 1 O O O Healthy Dietd 3460 Unit 168 O 0 0 O A Good Place
to Relax[J 34800 Unit 169 [0 0 O O Idles and StarsJ 35000 Unit 170 O O 0 O Fashion Clothes 3520 Unit 171
000 0O Keeping Fitld 35400 Unit 172 O 00 0 O Newspaper and Magazines[] 35601 Unit 173 0 O O O Riddles
(035800 Unit 174 0 00 O O Beauty Salon and Skin Careld] 3600J Unit 1750 O 0O O DIYO 3620 Unit 176 O O
00 O Wandering in Galleryd 3641 Unit 177 O O O O Ina Theatre[d 3661 Unit 178 0 [0 0 [0 In a Bookshop
(036800 Unit 179 0 O O O Hairstyle and Manicure 37000 Unit 180 0 0O O O Tea Taste[] 3721
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