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1. Secretarial English book five chapters: Chapter 1 reception functions; Chapter 2. public relations functions;
Chapter 3 service functions; 4 routine clerical work functions of the chapter; Chapter 5 management functions.
With English bilingual book written in clear and concise. Content closely linked to students' foundation stage of
learning. teaching and basic requirements of convergence phase of the close. The book selection in addition to
words. sentences and other commonly used to express a lot of applications also included the use of style.
Secretarial English is specifically written for non-English major undergraduate students of a practical textbook
for college English has completed the foundation stage of learning to use non-English major undergraduate
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Messages Section 3. answering machine message Leaving Answering Machine Messages Section 4 visitors
Dealing With Visitors received saving 5 See Section 6 of the guests refused to Making Appointments Guests
Declining Visitors see Chapter 2. Section 1 Section 2 Cocktail Cocktail Party Welcome Party banquet held the ball
in Section 3 Section 4 Giving a Ball Business Contact Business Contact business negotiations Negotiation Section
5 Section 6 Section deal with complaints Complaints Handling Chapter 3 Section 1 ribbon Ribbon Cutting
Ceremony travel Business Trip Section 2 Section 3 Section 4 Booking Ticket Booking Hotel Accommodation
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