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内容概要

　　本教材以职场活动为情景的编写原则，构建“基于工作过程的项目导向”的内容体系，紧扣岗位
需求，做到“学中做，做中学”，以“学以致用”、“学以管用”、突出技能训练、全面提高学生完
成岗位工作能力为目的。

　　本教材形式新颖，具有较强的针对性和实用性，为学生通过本教材的学习，掌握职场生存和发展
必需的英语基本技能提供了可靠的保障。
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书籍目录

Unit 1 Introducing a Commpany
　Section 1 Before-class Activities: Getting Things Ready
　Section 2 In-class Activities: Things to Do
　Section 3 After-class Activities: Listen for Fun
Unit 2 Establishing Business Relations
　Section 1 Before-class Activities: Getting Things Ready
　Section 2 In-class Activities: Things to Do
　Section 3 After-class Activities: Listen for Fun
Unit 3 Promoting Products and Services
　Section 1 Before-class Activities: Getting Things Ready
　Section 2 In-class Activities: Things to Do
　Section 3 After-class Activities: Listen for Fun
Unit 4 Attending Fairs and Exhibitions
　Section 1 Before-class Activities: Getting Things Ready
　Section 2 In-class Activities: Things to Do
　Section 3 After-class Activities: Listen for Fun
Unit 5 Negotiations
　Section 1 Before-class Activities: Getting Things Ready
　Section 2 In-class Activities: Things to Do
　Section 3 After-class Activities: Listen for Fun
Unit 6 Contrads
　Section 1 Before-class Activities: Getting Things Ready
　Section 2 In-class Activities: Things to Do
　Section 3 After-class Activities: Listen for Fun
Unit 7 Culture and Etiquette
　Section 1 Before-class Activities: Getting Things Ready
　Section 2 In-class Activities: Things to Do
　Section 3 After-class Activities: Listen for Fun
Unit 8 Business Ethics and Integrity
　Section 1 Before-class Activities: Getting Things Ready
　Section 2 In-class Activities: Things to Do
　Section 3 After-class Activities: Listen for Fun
Unit 9 Modern Administration
　Section 1 Before-class Activities: Getting Things Ready
　Section 2 In-class Activities: Things to Do
　Section 3 After-class Activities: Listen for Fun
Unit 10 Dealing with Work Problems
　Section 1 Before-class Activities: Getting Things Ready
　Section 2 In-class Activities: Things to Do
　Section 3 After-class Activities: Listen for Fun
Vocabulary
Phrases and Expressions
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