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O00(00O)OOD0OoOOdd (Bjarne Stroustrup)Bjarne Stroustrup is the designer and original implementor of
C++and the author of The C++Programming Lan-guage ,The Annotated C++Reference Mannual,and The
Design and Evolution of C++ A graduate of the University of Aarhus,Denmark,and Cambridge

University,England .
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Unit 1 Professlonal Secretary Reading and Translating Reading A: US Professional Secretarial Job Description
Reading B: Resume Simulated Writing-Business Letters Listening and Speaking-Meeting PeopleUnit 2 Oserving
Proper Office Etiquette Reading and Translating Reading A: Observing Proper Office Etiquette Reading B:
Receiving Visitors Simulated Writing m Letters of Invitation Listening and Speaking-Telephone callsUnit 3
making your Employees More Creative Reading and Translating Reading A: How to Adapt to Various Work
Styles Reading B: Employee Performance Appraisal Form in XYZ Cor Simulated Writing-Notice Listening and
Speaking-Exchanging informationUnit 4 Establish SOund Profiles for the Company Reading and Translating
Reading A: Managing People and Organization Reading B: Product Questionnaire Simulated Writing-Memo
Listening and Speaking-ReportingUnit Effective Communication Reading and Translating Reading A: The
Importance of Communication Reading B: Making Appointments / Arrangements Simulated Writing-Welcome
/ Farewell Speech Listening and Speaking-Effective CommunicationUnit 6 Contact the World Reading and
Translating Reading A: The Hunt for the Global Manager Reading B: Employee Training Simulated
Writing-Office Management Listening and Speaking-Making ArrangementsUNit 7 Agenda Reading and
Translating Reading A: The Art of Negotiation Reading B: Agenda Composition Simulated Writing-Minutes of
meeting Listening and Speaking-Company VisitUnit 8 New Business Reading and Translating Reading A: New
Product Planning Reading B: Questionnaire of New Products Simulated Writing-Letters of Reservation
Listening and Speaking-Business TravelUnit 9 Multinational Corporation Reading and Translating Reading A:
Multinational Corporation Reading B: Company Overview Simulated Writing-Press Release Listening and
Speaking-Preparation for a MeetingUnit 10 Eisten to your Customers Reading and Translating Reading A:
Post-sale Service Reading B: Tips for Making a Customer Satisfaction Survey Simulated Writing-Proposals
Listening and Speaking-ReceivingGlossary[] [0 [0 00 00 00 O O
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[0 O O Object-oriented programming is a technique for programming - a paradigm for writing "good"programs
for a set of problems. If the term "object-oriented programming language” means any-thing, it must mean a
programming language that provides mechanisms that support the object-oriented style of programming

well. There is an important distinction here. A language is said to support a style of programming if it provides
facilities that make it convenient [ reasonably easy, safe, and efficient[] to use that style.A language does not
support a technique if it takes exceptional effort or skill to write such pro-grams; it merely enables the technique to
be used. For example, you can write structured programs in Fortran77 and object-oriented programs in C, but it is
unnecessarily hard to do so because these languages do not directly support those techniques.Support for a
paradigm comes not only in the obvious form of language facilities that allowdirect use of the paradigm, but also in
the more subtle form of compile-time and/or run-time check sagainst unintentional deviation from the paradigm.
Type checking is the most obvious example of this; ambiguity detection and run-time checks are also used to
extend linguistic support for para-digms. Extra-linguistic facilities such as libraries and programming environments
can provide fur-ther support for paradigms.
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