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shipment.Publisher: Sichuan People's Publishing House Pub. Date :2003-8-1. This book highlights some of the secretarial staff office reception
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related and relevant sentence. This book has some foundation in English for the secretarial staff to use. but also for those who want to
improve English and English for secretarial interested general public. Contents: Unitl sample telephone conversation to answer the boss's
instructions Scene 1 Scene 2 Scene 3 calls for the boss to organize a visit to cancel access issues Scene 4 Scene 5 Scene 6 to change the
meeting time set for the boss tickets Scene 7 Scene 8 cancel booking hotel rooms change the flight booking Scene 9 Scene 10 Scene 11
attended the meeting to inform a person answering a Tel Scene 12 boss does not tell the caller to arrange an interview Scene 14 Scene 13
Scene 15 advertisement has to inform the supervisor guests booking Jiuyan Scene 17 Scene 16 Reservations Meeting Room Scene 18 asked
about the tourism situation Unit2 reception sample session with the first meeting of Scene 1 Scene 2 greet guests to the meeting room to tell
the path familiar with Scene 3 Scene 4 guests to...
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