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Pre - Test & Course-Introduction
Introducing yourself and your organization

profile
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Talking about job descriptions and job

responsibilities
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Giving an office tour

Asking and giving directions
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Giving and asking for information
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Expressing opinions/ Giving advice in the

meeting
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Expressing ideas/ Agree & Disagree

Giving reasons
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Dealing with incoming calls

Note-taking
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Dealing with customer complaints and

problems
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English for replying email
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English for presentation

Post-test
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