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内容概要

　　600多句职场实用句，9大职场主题，一天一单元，必背句式+加分秘籍，让你的英语水平与薪水
一起飙升。
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作者简介

台湾知名互动英语出版公司。
旗下品牌英语书在台湾地区知名度极高。
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书籍目录

编者的话
如何使用本书
A1 英文面试
Interviewing TRACK
01~02
A2 介绍新进人员 Getting Started TRACK
03~04
A3 人事行政 Talking with
HR TRACK 05~06
A4 办公事务 Dealing with Office
Matters TRACK 07~08
B1 会议流程 Moving the Meeting
Along TRACK 09~10
B2 陈述意见 Having Your
Say
TRACK 11~12
B3 表达赞同与反对 Voicing Agreement and Disagreement
TRACK 13~15
C1 公司简介 Introducing the
Company TRACK 16~17
C2 图表运用 Using Graphs in a
Presentation TRACK 18~19
C3 介绍产品 Presenting a
Product TRACK
20~21
C4 业绩报告 Presenting a Sales Report TRACK
22~23
D1 接听电话 Answering the
Phone TRACK
24~25
D2 电话留言 Leaving a
Message
TRACK 26~27
D3 变更及取消行程 Making Changes &amp; Cancellations
TRACK 28~
E1 带客户参观公司 Visiting the Company
TRACK 30~31
E2 业务状况 Solving the Salesman's Dilemma
TRACK 32~33
E3 洽谈合作 Pooling
Resources
TRACK 34~35
F1 门市推销 Promoting in the
Store TRACK
36~37
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F2 促销方案 Promoting at
Events
TRACK 38~39
F3 市场调查 Researching the
Market TRACK
40~41
G1 询价与报价 Quoting the
Price
TRACK 42~43
G2 议价 Negotiating
Prices
TRACK 44~45
G3 订货下单
Ordering
TRACK 46~47
G4 付款方式 Discussing
Payment
TRACK 48~49
H1 赞美与祝贺 Praising and Congratulating TRACK
50~51
H2 请求帮助 Asking for
Help
TRACK 52~53
H3 抱怨 Making
Complaints
TRACK 54~55
I1 出差行前确认 Planning the Business Trip TRACK
56~57
I2 商务餐会 Handling the Business Meal
TRACK 58~59
I3 举办商展 Working the Trade
Show TRACK
60~61
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