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Chapter ONE At the travel agency Unit1 Tour Consultation Career Skills  Listening and Speaking Tasks
Reading Tasks More for Exercises Related Links Word Bank Unit2 Tour Arrangement Career Skills
Listening and Speaking Tasks Reading Tasks More for Exercises Related Links Word BankChapter TWO
Arrival Unit1l Guests' Arrival Career Skills  Listening and Speaking Tasks Reading Tasks More for
Exercises Related Links Word Bank Unit2 Exchanging Money Career Skills  Listening and Speaking
Tasks Reading Tasks More for Exercises Related Links Word BankChapter THREE At the Hotel Unit 1
Checking In  Career Skills  Listening and Speaking Tasks Reading Tasks More for Exercises Related Links
Word Bank Unit2 Hotel Service and Facilities Career Skills  Listening and Speaking Tasks Reading Tasks
More for Exercises Related Links Word BankChapter FOUR Food and Drinks Unit1 Eating Out Career
Skills  Listening and Speaking Tasks Reading Tasks More for Exercises Related Links Word Bank Unit 2
Chinese Cuisine  Career Skills  Listening and Speaking Tasks Reading Tasks More for Exercises Related
Links[] O Chapter five transportChapter six sightseeingChapter seven shoppingChapter eight
entertainmentChapter nine complaints and emergenciesChapter ten departureCommunication activitiesReference
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O O O Employers prefer to hire travel agents who have formal training in this field. Superb communication and
computer skills are essential for talking with clients and making travel reservations.Most travel agencies prefer
applicants who have received training specific to becoming a travel agent. Many vocational schools offer full-time
travel agent programs.Travel agent courses are also offered in public adult education programs, online, and in
community colleges. These programs teach students about geography, sales, marketing, and travel industry forms
and procedures for ticketing and reservations. Travel agents must be well-organized, accurate, and detail-oriented
in order to compile information from various sources and to plan and organize travel itineraries. Agents must have
excellent communication skills and must be professional and courteous when dealing with travel representatives

and clients.
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