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Part One Job Interview3/ Unit 1 Inquiring the Positions12/ Unit 2 Basic Introduction21/ Unit 3 The Reason for
Job-hunting30/ Unit 4 The Reason for Job-huntingPart Two Personal Charm39/ Unit 1 Goals end Plans48/ Unit 2
Personal Abilities56/ Unit 3 Work Experience64/ Unit 4 Education BackgroundPart Three Employee &
Admission75/ Unit 1 First Day at Work83/ Unit 2 Work Pressure92/ Unit 3 Teamwork 100/ Unit 4 Business
AttirePart Four Office Affairs111/ Unit 1 About E-mail119/ Unit 2 Getting and Sending Faxes128/ Unit 3 Daily
Reception136/ Unit 4 Office Telephonel47/ Unit 5 Company Meetings157/ Unit 6 Overtime and on BusinessPart
Five Compensation Package167/ Unit 1 Basic Salary175/ Unit 2 Getting a Raise185/ Unit 3 Bonus193/ Unit 4
Benefits202/ Unit 5 PromotionPart Six Bosses and Co-workers213/ Unit 1 Co-workers223/ Unit 2 Talking about
Bosses231/ Unit 3 Compliments240/ Unit 4 Office Conflicts249/ Unit 5 Interpersonal Relationship
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