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Unit 1 Calling about a Job

1. Common expressions used
when asking about a job

2. Model Dialogues
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Unit 3 Telephoning
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Unit 2 The Job Interview
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interviews

2. Model Dialogues

3. Role Play
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Unit 4 Invitations

1. Common expressions used in
Invitations

2. Model Dialogues

3. Role Play

Unit 5 Receiving Visitors

1. Common expressions used in
greeting visitors

2. Model Dialogues
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presentation
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Unit 10 Letters Expressing
Thanks & Letters of
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1. Letters expressing Thanks

2. Letters of Congratulations
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Unit 11 Letters of Condolence
& Formal Invitations and
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1. Letters of Condolence
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Unit 12 Memorandums

1. Components of
Memorandums

2. Wringing Assignment

Unit 13 Minutes of a Meeting
1. Agenda

2. Minutes of the meeting

3. Wringing Assignment
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Unit 14 Letters of Enquiry and
Replies to the Letters of
Enquiry

1. Letters of Enquiry

2. Replies to the Letters of
Enquiry

3. Wringing Assignment
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The Use of Email in Business
Communication

1. Advantages and
disadvantages of Email in
business communication

2. Common Email mistakes

3. Examples of good Emails in
business communication

4. Wringing Assignment
Review for Final Examination
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