B (—)

English for Work:Place (1)

SEMUIZEPARE | SNEFEXERENA | 115-1 | BRHED © FaER
KR | A AKER




COURSE POSITIONING
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Resume & Interview Skills
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Office Communication
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Business Presentation & Data
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Cross-cultural Negotiation




COURSE OVERVIEW
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Job Application Email & Remote Work
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MODULE 1
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Job Application Skills

© EXEREER : REfEEZOBER L Resume Writing
© =ELTIrrm AR EIFEER Quantified Achievements

© KB EEREEA SR EE Cover Letter Writing

© EHEBINAEE REIBEREY Interview Skills

© MEEEN B SES Follow-up & Thank You Letter



MODULE 2
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Office Communication

0 FBREREBERIHEBEIRECEE Phone Skills & Memos
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2 LR EE Small Talk & Socializing
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® FEXNZHEEEREFFE Scheduling & Appointments

0 FHEZEFBETESIER IR Rescheduling & Coordination
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Business Email & Online Communication

1E 0B 3E 1F T BB B 78 S 4T Formal vs. Informal Tone
FEESHEHABIEHRE Subject Lines & Structure
EiMEE - OB EEIE Inquiries, Replies & Attachments

RS2 R EDE S E RS scheduling & Time Management

RN =% FAREE NI 1EB 28 Video Conferencing & Digital Collaboration
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Business Presentation
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it E A RN E i8S - BAHREIUESRAR Trend Description & Key Data

B TR A 6x6 B XX SR Al Design Principles & 6x6 Rule
HE(EEFNZIR TS Data Visualization

B E TS IR R B 4A B ET Script Writing & Structure
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B 2B 55|48 Delivery, Pausing & Intonation

43 SR ELEZE Q&A FE¥T Online Presentation & Q&A
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International Business Interaction

ANEE 115 L5 3 E 42 &1 Airport Reception & Greeting

TERE ~ EEBERBELHE Itinerary, Hotel & Transport

EEan /T #A Company & Product Introduction

5 EAES Tt B Factory Tour & Facility Guide

) 75 B A B B PR # 1 AX 52 5 Business Dining & Socializing
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Negotiation & Customer Service
= mn T35 B B B0 98 58 Product Promotion & USP
F(E /R IR EA1EES B 98 Price Inquiries & Order Handling
B B AN AR HA 17758 Stock Shortage & Delivery Notice

#F Z (B EED T 15 Negotiation & Concession Tactics

EmilEE - BEFEEZ MRS Defect Handling & After-sales



CORE COMPETENCIES
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Resume Writing Interview Skills Business Email Phone Communication
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Online Meeting Presentation Skills Reception & Hospitality Negotiation & Service
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Ready for the Global
Workplace

Build your English. Shape your professional future.
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