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Unit 1 Greeting and IntroductionUnit 2 Job InterviewUnit 3 ResumeUnit 4 Jobs and ResponsibilitiesUnit 5
Receiving VisitorsUnit 6 On the PhoneUnit 7 Making an AppointmentUnit 8 Office AutomationUnit 9 Company
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O O First of allzJ on behalf of HuaweilJ 1d like to extend our warm welcome and heartfelt thanks to all the friends
and colleagues present. 1d like to take this opportunity to make a brief introduction of our company.[]

[J Established in 1988 and headquartered in ShenzhendJ Huawei Technological Co. specializes in the R&D[]
production and marketing of telecom equipment] Huawei is now a key player in Chinas telecom market and is
becoming an active participant in the global telecom market.[1 [0 Currently[] Huawei focuses on such areas as
WCDMA[L CDMA20000] anddata communications. Sales in 2003 exceeded 3.6 billion USD of which one
billion was international sales. To datel] Huaweis products have been deployed in over 40 countries including
Germany[] [I Franced OO UKO O SpainC] [ JapanO O Brazil(l Russiall Egyptl] Thailand and Singapore.
Huawei has 22[1 000 employees.[] [ In addition] Huawei has been investing heavily in the R&D of 3G systems.
Currently there are over 300 500 engineers engaged in the RInD of 3G systems in Huaweis global 3G R&D
institudes located in Shenzhend Shanghai and Beijing of China and SwedenJ India and the United States.
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