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Unit1 How Does One Become a Secretary?
Section 1 Two Advertisements for Secretaries
Section 2 A Letter of Application
Section 3 Preparing the Resume
Section 4 Dealing with an Interview
Section 5 Behaving as a Successful Interviewee
Section 6 Participating in the Interview
Section 7 Going through the Interview
Section 8 Essential Qualities for a Secretary
Section 9 Interviewing with a Successful Secretary
in Hong Kong
Section 10 Bill Clinton's Salutation to the Secretaries
and Administrative Professionals
Unit 2 How Does a Secretary Work in the Office?
Section 1 Etiquette in Business
Section 2 Global Dress Codes .
Section 3 Everyday Office Etiquette
Section 4 Fitting in Your Next Few Weeks, Months
Section 5 Getting along with the Boss
Section 6 Getting along with Your Co-worke
Section 7 Telephone Etiquette
Section 8 Being Well-prepared for a Call
Section 9 The Importance of Listening
Section 10 Ending a Phone Conveation
Unit 3 How Does a Secretary Write Business Lette?
Section 1 Business Letter Etiquette
Section 2 Planning Your Letter Fit before Writing It
Section 3 Putting Your Reader Fit
Section 4 Writing a Strong Opening to Your Business Letter
Section 5 A Letter of Introduction
Section 6 A Letter of Invitation
Section 7 A Letter of Condolence
Section 8 A Letter of Congratulation
Section 9 A Letter of Thanks
Section 10 Writing Memos
Unit4 How Does a Secretary Manage His/Her Office?
Section 1 Office Efficiency Tips
Section 2 Keeping an Organized Office Space
Section 3 Organizing Paper Clutter in Your Office
Section 4 Keeping a Clutter Free Desk
Section 5 Filing
Section 6 Managing Paper (1)
Section 7 Managing Paper (2)
Section 8 Managing Paper (3)
Section 9 Managing Records (1)
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Section 10 Managing Records (2)
Unit5 How Does a Secretary Make Arrangements for Business?

Section 1 The Importance of Planning

Section 2 Planning

Section 3 Arranging Appointments

Section 4 Learning How an Agenda Works

Section 5 Creating an Effective Agenda

Section 6 Planning an Itinerary

Section 7 Declining Invitatio Effectively

Section 8 Booking Airline Tickets

Section 9 Booking Hotels

Section 10 Dealing with a Travel Agent
Unit 6 How Does a Secretary Interpret in Foreign Affai?

Section 1 Basic Qualities Required of Interprete

Section 2 Basic Skills Used in Oral Interpretation

Section 3 Short-term Pre-interpreting Preparation

Section 4 Acting as an Interpreter in Negotiatio (1)

Section 5 Acting as an Interpreter in Negotiatio (2)

Section 6 Interpreting for Premier Wen Jiabao at Harvard
Univeity

Section 7 Interpreting for Premier Wen Jiabao at Harvard
Univeity

Section 8 Interpreting for Premier Wen Jiabao at Harvard
Univeity

Section 9 Interpreting for Premier Wen Jiabao at Harvard
Univeity

Section 10 Interpreting for Premier Wen Jiabao at Harvard
Univeity
Unit 7 How Does a Secretary Deal with Visito?

Section 1 Etiquette in Foreign Affai

Section 2 Some Techniques for Receiving Visito

Section 3 Business Card Etiquette

Section 4 Dealing with Visito (1)

Section 5 Dealing with Visito (2)

Section 6 Behaving as a Proper Host or Hostess

Section 7 Learning to Negotiate Diplomatically

Section 8 Dealing with Germa and Swiss

Section 9 Seeing the Guests Off at the Airport

Section 10 Saying Goodbye Impressively
Unit 8 How Does a Secretary Deal with Business Writing?

Section1 Hulintao's New Year Message 2004

Section 2 Bill Clinton's Farewell Speech (1)

Section 3 Bill Clinton's Farewell Speech (2)

Section 4 Using English Punctuation Correctly

Section 5 Preparing a Successful Speech

Section 6 Meeting Tips

Section 7 Taking the Minutes
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Section 8 Using Written Contracts
Section 9 Contract Writing Skills
Section 10 Writing Business Contracts
Unit9 How Does a Secretary Deal with International Business?
Section 1 International Business Etiquette
Section 2 Invisible Trade
Section 3 Counter Trade
Section 4 Tariff Barrie and Quotas in International Trade
Section 5 Indirect Trade
Section 6 Remittance and Collection in International Trade
Section 7 Payment by L/C in International Trade
Section 8 International Cargo Traportation lurance
Section 9 Agencies
Section 10 Contracts
Unit 10 How Does a Secretary Become a Knowledgeble One?
Section 1 The Status of Religion in China
Section 2 The Four Kinds of Buddhism
Section 3 Taoism
Section 4 Confucius and Confucianism
Section 5 The Art of War (1)
Section 6 The Art of War (2)
Section 7 An Introduction to the Bible
Section 8 An Introduction to the Quran
Section 9 Pronunciation: Changing Meaning through Word Stress
Section 10 Intonation and Stress: Key to Undetanding and Being
Undetood
Unit 11 How Does a Secretary Guide Visito to Appreciate China?
Section 1 Behaving as a Good Guide
Section 2 Peking Opera
Section 3 Chinese Food
Section 4 Chinese Tea
Section 5 Chinese Fan Art &amp; Culture
Section 6 Chinese Crafts (1)
Section 7 Chinese Crafts (2)
Section 8 Chinese Painting and Calligraphy
Section 9 Chinese Zodiac
Section 10 Shopping
Appendix1 OO DO OOOOOODOOOOO
Appendix2 000000000 0ODOOOODOOOO
oooooo
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[0 O Ladies and Gentlemen[] Comrades and Friends[] [J [ The year 2004 is the key time for Chinese people to
continue to carry out the spirit of the 16th National Congress of the Communist Party of China and realize the
tenth Five-year Plan. We shall continue to make economic construction the central task and stick to the pursuit of
comprehensivel] coordinated and sustainable development. We will continue to deepen reforms; open wider to
the outside world; and maintain steady[] rapid] coordinated and healthy development of the national economy.
We shall improve our social undertakings in a comprehensive manner and continue making efforts to push
forward the building of a well-off society in an all-round way and to open a new chapter for a socialist cause with
Chinese characteristics.[] [ We shall continue to steadfastly implement the policy of "one countryd two systems"
[0 Hong Kong people governing Hong Kongl Macao people governing Macao and a high degree of autonomy.
We shall handle things in strict conformity with the Basic Law of Hong Kong and the Basic Law of Macao and
support the governments of Hong Kong and Macao special administrative regions to govern according to law. The
Chinese mainland shall strengthen economic and trade ties with Hong Kong and Macao to help maintain
long-term prosperity and stability there.[J [0 Twenty-three million Taiwan compatriots are our brothers and sisters
linked by flesh and blood[] so we are very much concerned about their interests and happiness. Chinese people
will continue to make efforts towards the country’s reunification by adhering to the basic principle of "peaceful
reunification] one countryl] two systems" and the eight-point proposals for promoting exchanges between the
two sides of the Taiwan Straits and the peaceful reunification. We shall strengthen exchanges between both sides of
the Taiwan Straits as well as exchanges in the fields of economics and culture.lJ O We shall try our best in all
sincerity to realize the peaceful reunification of our motherland. We firmly oppose Taiwan's separatist activities in
any form. Any attempts by anyone to separate Taiwan from the motherland will not be tolerated. We firmly believe
that with common efforts made by all Chinese peoplel] including our Taiwan compatriotst] the complete
reunification of our motherland can be achieved at an early date.(0 (0 [ [J
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