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1. Topics to be Covered

List of Topics VI\\l/:e(l)(Z Contact hours
Talking about language Jobs and industries
Places and departments Types of work 1 3
Work and numbers Getting to work
At the airport At the hotel
Number and years Ordering numbers 1 3
Who's the boss Ways of working
At the airport At the hotel
Number and years Ordering numbers 1 3
Who's the boss Ways of working
Getting to the top Skills 1 3
Qualifications and training E-learning
Pronunciation Numbers and time 1 3
Timetables Days and dates
Time expressions Do you have time? 1 3
Project management Free time and holidays
Notes and coins Prices 1 3
Numbers and money Can we afford it?
Pay and benefits Company banking 1 3
Companies and money 1 Companies and money 2
Learning vocabulary Product details 1
Product details 2 Services 1 1 3
Services 2 What's it made of?
From producer to From producer to
consumerl consumer?2 1 3
Where's it sold? Product instructions
Problems with products 1 Problems with products 2
) o ) Socializing 1: nice to meet
Using dictionaries
you
Socializing 2: at the o ) ! 3
Socializing 3: networking
restaurant
Telephoning 1: starting Telephoning 2: spelling and
and ending numbers 1 3
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1. Topics to be Covered
. . No. of
List of Topics Weeks Contact hours
Telephoning 3: checking )
. . Telephoning 4: messages
information
Telephoning 5: the wrong . . )
Business writing: emails 1
number 3
Business writing: emails 2 Business writing: letters
Presentation 1: getting Presentation 2: the main
started part 3
Presentations 3: charts and Presentations 4: comparing
graphs trends
. . Meetings 1: organizing a
Presentations 5: site tours .
meeting
Meetings 2: chairing a Meetings 3: opinions and
meeting suggestions 3
Meetings 4: agreeing,
action and closing
diliné Jloci : .

Slal judayl - Wl o1 jLaA NI N o1 LA
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_ o . Business Vocabulary in Use Elementary to
02010 Cambridge University Press Bill Mascull , .
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