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:2012-6-1ISBN: 9787030342553 Words: 342.000 yards: 236 Edition: 1 Binding: Paperback: 16 product size and
weight: Editor's Choice iv Executive Summary vocational secondary the secretarial class professional planning
textbook: secretarial situational spoken English to career lead. situational oriented students to learn. teachers
teach easy preparation of principle. the creation of the the secretarial work situations. the ability of students
learning in a professional context. training. enhance interest in learning English and in appropriate situations.
the use of the right to communicate in English. The book is divided into hospitality services. oHice services.
conference services and travel services for the most part. consists of 16 units. 54 scenarios and 89 dialogue.
covers the main content of the secretarial work and knowledge of English. For each scenario. in addition to
containing dialogue. words. sentences. and also added a theme-related knowledge and tips. can be used to
increase the amount of English reading. can also be used to expand their knowledge and improve secretarial
professionalism. The attached dialogue in the book reference translation. practice common terms of reference
answers and secretarial work. Vocational secondary school secretarial class professional planning materials:
secretarial situational spoken English is not only suitable for vocational secretarial professional and other
relevant professional classroom teaching. can also be used as the initial. intermediate clerical workers. oHice
workers and modern service industry practitioners The self-study materials. Catalog Part 1 Receiving
ServiceUnit 1 At the AirportSituation Greetings and IntroductionsSituation 2 Having Small Talks in the CarUnit 2
In of the Hotel.Situation Helping with the Room's...
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