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Vocabulary and expressions used in many career

areas. Memos, advertisements, and other career documents.
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flAT95397 (Course Outline)

1, About Siam Fruit Enterprise

2, Starting the First Day at Work

3. About People and Things in a Workplace

4. Answering the Phones and Taking Messages
5. Receiving Visitors and Making Appointmenits
6. Writing Job Advertisements

7. Writing Memorandums

8. Planning Travels and Making Reservations
9. Making Inquiries and Replying

10. Ordering Goods and Acknowledging Orders
11. Making Complaints and Replying
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