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Unitl Adapting to New Environments

Section 1 More Things tO Do

Scction 2 Window on Pronunciation

Scction 3 Exploration[] Reading Skills

Section 4 Career Previewing[J Enjoy Your Work!

Unit 200 Handling Personal Information

Scction 1 More Things to Do

Section 2 Window on Pronunciation

Section 3 Explorationd Reading Skills

Section 4 Career Previewing[] How to Write a Professional
Resume?

Unit 300 Planning Your Career

Section 1 More Things tp Do

Section 2 Window on Pronunciation

Section 3 ExplorationJ Reading Skills

Section 4 Career Previewing[] Steps to Write a Career Plan
Unit 400 Hunting for a Job

Section 1 More Things to Do

Section 2 Window on Pronunciation

Nection 3 Exploration Reading Skills

Section 4 Career Previewing[J] A Grain of Sand

Unit 500 Making Invitations

Scction 1 More Things to Do

Section 2 Window on Pronunciation

Section 3 Explorationd Reading Skills

Section 4 Career Previewing[] Table Manners in America
Unit 60J ReceivinR Visitors

Section 1 More Things to Do

Section 200 Window on PronunCiation

Section 3 Explorationd Reading Skills

Section 4 Career Previewing[] Reception Culture

Unit 700 Managing Office Work

Section 1 More Things to Do

Section 2 Window on Pronunciation

Section 3 Exploration Reading Skills

Section 4 Career Previewing[l Coffee Culture

Unit 800 Organizing Meetings

Section 1 More Things to Do

Section 2 Window on Pronunciation

Section 3 Explorationt] Reading Skills

Ncction 4 Career Previewing[J Business Meeting Etiquette
Unit 900 Making Business Trips

Section 1 More Things to Do

Section 2 Window on Pronunciation

Secrion 3 Exploration[J] Reading Skills

Scction 4 Career Previewingd Women Dislike Business Trip Most
Unit10 Interpersonal Skills and leamwork
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Section 1 More Things to Do

5ection 2 Window on Pronunciation

Section 3 Exploration[] Reading Skills

Section 4 Career Previewingld The Tortoise and the Hare
New Words and Expressions
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