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Unit1 A visitto AirbusUnit 2 Roles and responsibilities at MedsetUnit 3 A telephone call to Holzland WulfUnit 4
Travel arrangements at BPUnit5 A meeting at Kubald GmbHUnIt 6 A presentation at ChevronTexaco CorpUnit
7 A marketing campaign at BeiersdorfUnit 8 Production at Balda AGUnit 9 Contracts and payment at
Habermann & FalkeUnit 10 ETH Umuwelttechnik: dealing with problemsPHOTOCOPIABLESKEY TO
PHOTOCOPIABLES
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0 O 6 After—sales Service Department[] notjust repairing after failure Occurs[] but also trying tO do cleaning and
maintenance work before failureoccurs] [ 7 Purchasing Department[] registering all incoming goods in a
purchasebookd checking all suppliers’ invoices and liaising with inventOry con-atrol department ifthere are
problems with suppliersC] [J 8 Research&Development Department(] researching and developing newproducts to
meet the requirements ofthe customers O 9 Inventory Control Department ensuring the high quality standard
ofproductsd coordinating all product inspectionsC] organizing the checkingofincoming goods and making sure
that materials and parts are labeledwith item numbers] [0 10.ProductManagementDepartment

[ conductingamarketanalysisforeachpotential new product] coordinating the different departments involvedin
the production ofthe product[] writing the user manuall] [0 11.Marketing Department] placing advertisements
[J sending OUt mailingsandpromotingtheproductviathewebsite[] briefingthe sales representa—tives about
productst] [ 12.Quality Control Department[] involved in developing systems to ensurethat products or services
are designed and produced tO meet or exceedcustomer requirementst] [J 13.Personnel Department(] responsible
for hiring and training and placingemployees and for setting policies for personnel management
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