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Unit 1 Applying foraJob [ . Lead-in Activities [1 . Useful Words & Expressions [1 . Sample Dialogues [ .
Functions & Structures [ . Speaking Workshop [ . Supplementary ReadingUnit 2 New Employee Orientation
[ . Lead-in Activities [J . Useful Words & Expressions [ . Sample Dialogues [ . Functions & Structures [ .
Speaking Workshop O . Supplementary ReadingUnit 3 Job Deseriptions [I . Lead-in Activities [1 . Useful
Words & Expressions [1 . Sample Dialogues [ . Functions & Structures [J . Speaking Workshop [ .
Supplementary ReadingUnit 4 Telephoning O . Lead-in Activities [ . Useful Words & Expressions [ . Sample
Dialogues [0 . Functions & Structures [ . Speaking Workshop [ . Supplementary ReadingUnit5 Ata
Conference [ . Lead-in Activities [1 . Useful Words & Expressions [ . Sample Dialogues [ . Functions &
Structures [J . Speaking Workshop [ . Supplementary ReadingUnit 6 Corporate Hospitality [ . Lead-in
Activities [J . Useful Words & Expressions [ . Sample Dialogues [ . Functions & Structures [J . Speaking
Workshop [J . Supplementary ReadingUnit 7 Business Travel(1) : Airport Departure [ . Lead-in Activities [J .
Useful Words & Expressions U . Sample Dialogues [ . Functions & Structures [ . Speaking Workshop [ .
Supplementary ReadingUnit 8 Business Travel (2)[J Hotel Room Reservation [J . Lead-in Activities [J . Useful
Words & Expressions [ . Sample Dialogues [J . Functions & Structures [ . Speaking Workshop [ .
Supplementary ReadingUnit9 Business Negotiations [ . Lead-in Activities [ . Useful Words & Expressions [ .
Sample Dialogues [ . Functions & Structures [ . Speaking Workshop [ . Supplementary ReadingUnit 10
Corporate Presentation [ . Lead-in Activities [J . Useful Words & Expressions [J . Sample Dialogues and
Monologues [ . Functions & Structures O . Speaking Workshop [ . Supplementary ReadingUnit 11 Product
Presentation [I . Lead-in Activities [1 . Useful Words & Expressions [1 . Sample Dialogues [ . Functions &
Structures [0 . Speaking Workshop [ . Supplementary ReadingUnit 12 Work and Life Balance [J . Lead-in
Activities [J . Useful Words & Expressions [ . Sample Dialogues [ . Functions & Structures [J . Speaking
Workshop [J . Supplementary ReadingKeys to Some ExercisesReferenees
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[0 O Biolab Co. Ltd. is a newly-established firm that manufactures and markets various biologicalproducts.]

[0 The Biolab top management team is the Board of Directors. It consists of five members[] thechairman and four
directors. They are also the decision-makers.[] [1 The chairman of the board is the head and legal representative of
Biolab. Directly under him isthe Managing Director(] who is responsible for the day-to-day management of the
company and isassisted by three Directors. Each of them is in charge of one division. The three divisions are
theFinance Administrative[] the Production and the Marketing. And within each of the divisionsthere are smaller
departments.(J O The two departments that make up the Finance Administrative Division are the Finance andthe
Human Resourcest] HRO . The head of the Finance Department is the Financial Controllerl] whotakes care of
corporate finance and accountingl] while the HR Manager is responsible for personnelJ training and
management development. Both of them are accountable to the Director in charge.C] [ The Production Division
[J as the name suggests(] is responsible for production operations. TheBiolab manufacturing plant is directly
under the charge of the factory manager] who reports to theDirector in charge of the Division.
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