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Course Introduction and pre-test
LBk 4p L g Meeting people : introduce
yourself and talk about your job
R F e Y ¢ Schedules and
appointments: telephoning and making an
appointment

. B &4 & 2 JR5% Products and services:
What does your company do?/ Visiting a
client.
¢ 2% B4R f%4 Complaints and
problems: Making and dealing with
complaints and offering solutions,
.#74K Talking about decisions:
Making business decisions and promoting
.lﬁﬁﬁﬁiﬁ%ﬁCMdmgm%mw:
arranging business trips and attending
trade shows

.o PRy Regulations and advice:
following company regulations and
giving advice

. * % E ¥ Future prospects: Growing with
a company, predicting trends and
on-the-job training

10. ¢ &£ 343 Meetings and discussions:
discussing ideas and case studies

11. 3F 2 & 3P Speaking in public: giving
good presentations

12. > P $»ce2 § 1 44 Company
performance and Staff Appraisal:
presenting performance and receiving a
raise
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