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Greetings and introductions

Numbers

Telling the time

Polite service speech

Making polite questions

Answering telephone calls

Taking and leaving messages

Giving instructions

Responding politely to questions and enquiriés:
Making complaints

Job Interviews

Socializing with Confidence
Communicating on the Phone
Job Hunting

Business Writing

Powerful Presentations
Participating in a Meeting
Introducing Companies and Products
Negotiating for Success
Traveling on Business
Technology

Solving Problems
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