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Unit One Understanding Company

[0 Section 1 Enjoy the Story

[ Section 2 Build Your Oral Vocabulary

[0 Section 3 Drill in Sentence Patterns

[0 Section 4 Present Your Oral Skills

[0 Section 5 Discuss around Your Desk

[0 Section 6 Handle Business Special Terms
Unit Two Job Interview

[ Section 1 Enjoy the Story

[ Section 2 Build Your Oral Vocabulary

[J Section 3 Drill in Sentence Patterns

[ Section 4 Present Your Oral Skills

[ Section 5 Discuss around Your Desk

[J Section 6 Handle Business Special Terms
Unit Three Being a Clerk

[J Section 1 Enjoy the Story

[ Section 2 Build Your Oral Vocabulary

[ Section 3 Drill in Sentence Patterns

[J Section 4 Present Your Oral Skills

[0 Section 5 Discuss around Your Desk

[ Section 6 Handle Business Special Terms
Unit Four Being a Manager

[0 Section 1 Enjoy the Story

[0 Section 2 Build Your Oral Vocabulary

[0 Section 3 Drill in Sentence Patterns

[ Section 4 Present Your Oral Skills

[ Section 5 Discuss around Your Desk

[ Section 6 Handle Business Special Terms
Unit Five The Functions of Management

[ Section 1 Enjoy the Story

[ Section 2 Build Your Oral Vocabulary

[J Section 3 Drill in Sentence Patterns

[ Section 4 Present Your Oral Skills

[0 Section 5 Discuss around Your Desk

[J Section 6 Handle Business Special Terms
Unit Six Decision-making

[ Section 1 Enjoy the Story

[ Section 2 Build Your Oral Vocabulary

[0 Section 3 Drill in Sentence Patterns

[ Section 4 Present Your Oral Skills

[0 Section 5 Discuss around Your Desk

[0 Section 6 Handle Business Special Terms
Unit Seven Human Resource Management
[ Section 1 Enjoy the Story

[ Section 2 Build Your Oral Vocabulary
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[ Section 3 Drill in Sentence Patterns

[ Section 4 Present Your Oral Skills

[J Section 5 Discuss around Your Desk

[ Section 6 Handle Business Special Terms
Unit Eight Job Motivation

[0 Section 1 Enjoy the Story

[J Section 2 Build Your Oral Vocabulary

[0 Section 3 Drill in Sentence Patterns

[0 Section 4 Present Your Oral Skills ~

[ Section 5 Discuss around Your Desk

[ Section 6 Handle Business Special Terms
Unit Nine Training at Work

[J Section 1 Enjoy the Story

[ Section 2 Build Your Oral Vocabulary

[J Section 3 Drill in Sentence Patterns

[ Section 4 Present Your Oral Skills

[0 Section 5 Discuss around Your Desk

[J Section 6 Handle Business Special Terms
Unit Ten Quality Management

[ Section 1 Enjoy the Story

[ Section 2 Build Your Oral Vocabulary

[ Section 3 Drill in Sentence Patterns

[ Section 4 Present Your Oral Skills

[0 Section 5 Discuss around Your Desk

[ Section 6 Handle Business Special Terms
Unit Eleven Customer Relations

[0 Section 1 Enjoy the Story

[ Section 2 Build Your Oral Vocabulary

[ Section 3 Drill in Sentence Patterns

[ Section 4 Present Your Oral Skills

[ Section 5 Discuss around Your Desk

[ Section 6 Handle Business Special Terms
Unit Twelve Accounting

[ Section 1 Enjoy the Story

[J Section 2 Build Your Oral Vocabulary

[0 Section 3 Drill in Sentence Patterns

[ Section 4 Present Your Oral Skills

[0 Section 5 Discuss around Your Desk

[ Section 6 Handle Business Special Terms
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[0 O Joe Smith[d my assistant programmer[] can always be foundhard at work in his cubicle. Joe works
independently] withoutwasting company time talking to colleagues. Joe neverthinks twice about assisting fellow
employees[] and he alwaysfinishes given assignments on time. Often Joe takes extendedmeasures to complete his
work[d sometimes skippingcoffee breaks. Joe is an individual who has absolutely novanity in spite of his high
accomplishments and profoundknowledge in his field. I firmly believe that Joe can beclassed as a high-caliber
employee[d the type which cannot bedispensed with. Consequently] | duly recommend that Joe bepromoted to
executive management[] and a proposal will beexecuted as soon as possible.[J [0 [0 [
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