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内容概要

　　《纺织服装高等教育十二五规划教材·职场英语实训教程：涉外商务》教材以《职场商务英语》
的商务流程为顺序，对每一流程中所涉及的具体商务贸易实务进行详细地分解，对商务实务的操作惯
例进行了介绍，并列举了具体的实际操作案例。
本教材适合高等职业院校商务英语、国际贸易、国际商务、市场营销等专业的学生使用，也可作为涉
外人员培训教材或商务工作者自学之用。
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书籍目录

Unit1 Job-HuntingObjectives of Learning and Workplace PracticeWarm-up QuestionsPart I Background
InformationSuccessful Job InterviewsPart 2 Listening and SpeakingTask 1 Listen and PracticeTask 2 Listen and Fill
inTask 3 Listen and CompletePart 3 Practical Reading and WritingI ResumeII Application LetterPart 4 Practical
ActivitiesI Presentation PracticeII Speaking PracticeIII Writing PracticePart 5 Related Words and
ExpressionsUnit2 International Business ReceptionObjectives of Learning and Workplace PracticeWarm-up
QuestionsPart I Background InformationReception EtiquettePart 2 Listening and SpeakingTask 1 Listen and
PracticeTask 2 Listen and Fill inTask 3 Listen and CompletePart 3 Practical Reading and WritingI Company
ProfileII Telephone MassageIII ItineraryPart 4 Practical ActivitiesI Speaking PracticeII Translating and Speaking
PracticeIII Test Your Business EtiquetteIV Writing PracticePart 5 Related Words and ExpressionsUnit3
International Business Meetings and ExhibitionsObjectives of Learning and Workplace PracticeWarm-up
QuestionsPart I Background Information1. Business Meeting Etiquette2. The Secretary's Role at MeetingsPart 2
Listening and SpeakingTask 1 Listen and PracticeTask 2 Listen and Fill inTask 3 Listen and CompletePart 3
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ActivitiesI Speaking PracticeII Translating and Speaking PracticeIII Writing PracticePart 5 Related Words and
ExpressionsUnit4 International Business TravelObjectives of Learning and Workplace PracticeWarm-up
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