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— ~ 7 A (3R 3% X & 8 4k Presentations Training Course (24 /|~ B%)
(1) Why Present? (3 /]NB5)
(2) Starting Your Presentation (3 /]~ B)
(3) Organizing a Presentation (3 /]~ )
(4) Presentation Language (3 /|7 B¥)
(5) Visual Aids / Graphs (3 /|NBF)
(6) Ending Your Presentation (3 /]~ B¥)
(7) Question Time (3 /]~ B%)
(8) Final Student Presentations (3 /]~ &)
=~ F 3K X &334 79 Meeting Skills Training Course (24 /]~ B%)
(1) Why Are We Here? (3 /]~8%)
(2) Where Do We Start? (3 /]\8F)
(3) Where Are We Going? (3 /]~ 8F)
(4) Your Views Count (3 /]~ 8%)
(5) Keeping to the Point (3 /s BF)
(6) What's the Idea? (3 /]~ 8)
(7) Making Decisions (3 /]~ BF)
(8) What's Next? (3 /s 8F)
= -~ ¥ Email B4 34 E-mail Writing Training Course (18 /] 8%)
(1) An Introduction to Emails (3 /]~ 8%)
(2) Formal and Informal Emails (3 /]~ B)
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(3) Enquiries (3 /] BF)
(4) Requesting Action (3 /]~ BF)
(5) Exchanging Information (3 /]~ B)
(6) Making and Confirming Arrangements (3 /]~ B5)
9~ EiE R CE H 3 XCF # English Negotiating Training Course (18 /]~ BF)
(1) Preparing the Ground & Setting the Agenda (3 /] BF)
(2) Establishing Positions (3 /]~ B)
(3) Clarifying Positions (3 /]\&F)
(4) Managing Conflict (3 /N 8F)
(5) Making & Responding to Proposals (3 /]+BF)
(6) Bargaining Conclusion & Agreemen (3 7]\ BF)
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(2) Money 4-4% ~ Hotels 7 4 - Restaurants & 42
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