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Unit 1. Jobs & Personal
1 Introduction. Warming up, |job title, job description &9l |job title 7210
Useful Vocabulary, Useful |Rli7 &=l o}3)e} By p.
Expression.
xlolgl #aist hal=r] d&
Lesson Focus 1, Lesson| ' ok ARk Heter] A
2 . ) p ol Roiap T3l AE5H) job, position p. 11-13
ocus 2, Practice It. gl 1S Uz 97
ot B empel & it £H 52 ol o))
rganization. Warming up, |_ _ B} _ L
1 & & up S|at mAlo] S 03] EH|company organization |p. 15-18
Useful Vocabulary, Useful o157
o
Expression B
Lesson Focus 1, Lesson|Qza]dlgo]Xd Atg& 9l7]
2 ) N, company structure p. 19-21
Focus 2, Practice It. FeHAE 7]

Unit 3. Compensation &

. . ul .
Promotion. Warming up, compensation

1 Useful Vocabulary, Useful o RS sl p. 23-26
Expression.
Unit 3. Compensation & BRI gEHXK]

2 |Promotion. Lesson Focus 1, |®229} o= o3} =11, W7t benefits, promotion p. 27-29

Lesson Focus 2, Practice It. |A-%7]

Unit 4. Company

Introduction. _ -
. At 4700l AlgEE ojglel . .
1 |Warming up, Useful L ) company introduction |p. 31-34
BHEZ 49)7]
Vocabulary, Useful
Expression
Unit 4. Company
Introduction. Lesson Focus [3JAFE A7fst= W8S =1
2 company introduction . 35-37
1, Lesson Focus 2, Practice [HIZFS Aj27] pany p
It.
Unit 5. Small Talk. Warmin _ _
Blarol ArgE: ofgiel md
1 |up. Useful Vocabulary, small talk p. 39-42

Useful Expression.

Unit 5. Small Talk. Lesson 5
Focus 1, Lesson Focus 2, day off, weekend plan . -

2 . weekend plan 3 gF Q7] ¥ P p 43-45

Practice It.

Unit 6. Orientation &

Mentoring. Warming up, S| AT 2] QllE] o] M of| A 2= . . .
1 N N orientation, mentoring |p. 47-50
Useful Vocabulary, Useful g2 9l3]7]
Expression.
Unit 6. Orientation &
2 |Mentoring. Lesson Focus 1, |3]A} Qza]dllg|o]A Atg]]l 917]  |orientation p. 51-53

Lesson Focus 2, Practice It.
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it 7. Asking - for &g o0 mste srlse A
Offering Advice. Warming|_. _ . .
1 g O 2+ Fwolget 5 advice p.55-58
Up, Useful Vocabulary, | _ o
SIAL J5o AHE 51dE
7 Useful Expression
Unit 7. Asking for &
0 Offering Advice. Lesson|gJAIA 2ot #h= & Q17| advice, fax machine, 59-61
Focus 1, Lesson Focus 2,[ZHAQt BEAY] AFLHEH photocopier b
Practice It.
Unit 8 Accomplishing
1 Projects. Warming Up, DTZME L3 WA JZRo]3]ot lishi ot 63-66
. accomplishing projects .63-
Useful Vocabulary, Useful |BE& P &P b
8 Expression
Unlf 8 Accomplishing meAE 23 B 9. et o .
2 |Projects. Lesson Focus 1, . accomplishing projects |p.67-69
g2 2 o317
Lesson Focus 2, Practice It.
Unit 9. The Basics of
Business Phone calls. _ _
. AUA Hato] AGHE ofl|
1 |Warming up, Useful L ) business phone calls p.71-74
oF m3g 937
Vocabulary, Useful
9 Expression
Em‘f 9. Tt;(; Basmsllof WAUA Fat jak ehAsh]
usiness Phone calls.
2 v =UA Ash 24 8 business calls p. 75-77
Lesson Focus 1, Lesson _ _
EESSESE AN
Focus 2, Practice It.
Unit 10. Making
Appointments on the Phone. _
bp . A3} k&S s m AFRE|= o]|making appointments on
1 |Warming Up, Useful| = 17 ° p. 79-82
SloF B3 23]7] the phone
Vocabulary, Useful
10 Expression
Unit 10. Making
9 Appointments on the Phone.|H|2UA A3t Y82 &1 ¥l|lmaking appointments on 83-85
Lesson Focus 1, Lesson|Zt &AL7], ¥l 2AHAHZE "jL27] the phone b.
Focus 2, Practice It.
Unit 11. The Basics of
Busmefss Email and Fax. AMS 712 A% yxUA o .
1 [Warming Up, Useful Bloat wAAA ojgjal email, fax p. 87-90
Vocabulary, Useful
11 Expression
Unit 11. The Basics of
Business Email and Fax. oYy} WAS 3 F5H7| ]
2 B email, fax p. 91-93
Lesson Focus 1, Lesson olf|d wIZt RjL7]
Focus 2, Practice It.
Unit 12. A General
Introduction to Business H=2YA 3]o] &5 235]7]
1 [Meetings. Warming Up, v =y A 3]oje} wei=El o3|t |types of meetings p. 95-98
Useful Vocabulary, Useful a3l 23]7]
12 Expression
Unit 12. A General
9 Introduction to Business H2YUA 3]9] £A]X] 2l35]7] agenda, preparing for 99-101
Meetings. Lesson Focus 1, H2YyA 3]9] thgt A3s]7] meeting b.
Lesson Focus 2, Practice It.
Unit 13. Business
Presentation Structure. gl 2yA dg 1 als)y]
1 |Warming Up, Useful H|m2UA ¥rpet H3E o]3]9t business presentation p. 103-106
Vocabulary, Useful B3 93]7]
13 Expression
Unit 13. Business
Presentation Structure. H| AU A 2Rt &4 =7
2 1= 349} ] E_] business presentation p. 107-109
Lesson Focus 1, Lesson H2yA 2y 531 FA427]

Focus 2, Practice It.




