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- ZetolE & A Za]
Oréf r%:gton 3 - Orientation & Test
- Basic phone skills
Telephone English - Business appointments
for Business 40 - Messages & Voice Mail
Azt Foj - Requests, Questioning
- Noise Problems, Interruptions
- Calling Meetings &
Addressing the Agenda
- Discussing the Agenda
Business - Agreeing / Disagreeing
Meeting & 50 - Controlling Wrapping up
Negotiation a Meeting
e W Ao - Price Negotiation
- Explaining the products
- Contracting
- Controlling the claims
- Introducing the goal of
Presentation
Business - Introducing the presenters
Presentation 50 - Starting the Presentation
Z]Ad ol A - Developing the Presentation
) - Visual Aids
o1et - Conclusions
- Invitation
- Sales Letters
- Referrals
- Opinion Surveys
- Setting up a Meeting
Business - Congratulations
E-mail 50 - Acknowledging
olmld g - Asking for Additional Information
- Bid Proposal
- Collection
- Out of Stock Items
- Get well soon
- Following-up the meetings
- Developing Resume
Resume 20 - Cover letter
olg A 24 - Self Introduction
- Majors & Careers
Interviewing - P}repa}ration foy Interviews
WA | 57 - Situation Practice
FELASE U

Job Interviews
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- Employer Interview
- Sponsor Interview
- Embassy an Interview
- Reservations
BUSINEss - Accomodations
. - Public Transportation
Trip 20
= - Rent-a-car
=49 ;
- Shopping
- Formal Visiting
- Making a Report
Prgea%(;ﬁon 15 - Completing a Report
p - A.L.S(Aid Lead Speak)
- Daily Report
Actual Report 20 - Weekly Report
Practice - Monthly Report
- Other Formal Report Practice
- Performing Tasks
- Directing Tasks
BUsiness - Asking for Help
. - Controlling Stress
Practical
. - Self Improvements
English 60 M
PE - Mutual Trusts _
o1 R - Complaining/Understanding
e - Refuting/Interpolating
A= of ;
- Evaluating
- Socializing (w/t coworkers)
- Exchanging Opinions
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