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0000000000000 DO0OUnitOne The ABC of Business CareerLesson 1 ResumeLesson 2 Job
InterviewLesson 3 RecruitmentLesson 4 Appointment and ReceptionLesson 5 Accommodation and
EntertainmentLesson 6 Sightseeing and ShoppingLesson 7 Travel by AirUnit Two A Bird' s-eye View of
CompanyLesson 8 Company StructureLesson 9 Organizational CultureLesson 10 ManagementLesson 11 Products
and OperationsUnit Three Marketing CommunicationLesson 12 AdvertisementLesson 13 MarketingLesson 14
PromotionLesson 15 E-BusinessUnit Four Meetings and PartiesLesson 16 Trade FairLesson 17 Business
MeetingLesson 18 PartyUnit Five Business NegotiationLesson 19 Inquiries and OffersLesson 20 Price and
QualityLesson 21 Packing and ShipmentLesson 22 Payment and ContractLesson 23 Insurance and ClaimUnit Six
Cross-cultural Business CommunicationLesson 24 Cultural ShockLesson 25 Global EtiquetteLesson 26
GenderlectLesson 27 Communication for ManagementUnit Seven Business WritingLesson 28 Business
ReportsLesson 29 Using Graphs and Other VisualsLesson 30 Business Social Correspondencel] 0 0 0 0 0O O O
OO0O0ODODOOO0O0OO 0O ScriptsLesson 1 ResumeLesson 2 Job InterviewLesson 3 RecruitmentLesson 4
Appointment and ReceptionLesson 5 Accommodation and EntertainmentLesson 6 Sightseeing and
ShoppingLesson 7 Travel by AirLesson 8 Company StructureLesson 9 Organizational CultureLesson 10
ManagementLesson 11 Products and OperationsLesson 12 AdvertisementLesson 13 MarketingLesson 14
PromotionLesson 15 E-BusinessLesson 16 Trade FairLesson 17 Business MeetingLesson 18 PartyLesson 19
Inquiries and OffersLesson 20 Price and QualityLesson 21 Packing and ShipmentLesson 22 Payment and
ContractLesson 23 Insurance and ClaimLesson 24 Cultural ShockLesson 25 Global EtiquetteLesson 26
GenderlectLesson 27 Communication for ManagementLesson 28 Business ReportsLesson 29 Using Graphs and
Other VisualsLesson 30 Business Social CorrespondenceKeyLesson 1 ResumeLesson 2 Job InterviewLesson 3
RecruitmentLesson 4 Appointments and ReceptionLesson 5 Accommodation and EntertainmentLesson 6
Sightseeing and ShoppingLesson 7 Travel by AirLesson 8 Company StructureLesson 9 Organizational
CultureLesson 10 ManagementLesson 11 Products and OperationsLesson 12 AdvertisesmentLesson 13
MarketingLesson 14 PromotionLesson 15 E-BusinessLesson 16 Trade FairLesson 17 Business MeetingLesson 18
PartyLesson 19 Inquiries and OffersLesson 20 Price and QualityLesson 21 Packing and ShipmentLesson 22
Payment and ContractLesson 23 Insurance and ClaimLesson 24 Cultural ShockLesson 25 Global EtiquetteLesson
26 GenderlectLesson 27 Communication for ManagementLesson 28 Business ReportsLesson 29 Using Graphs and
Other VisualsLesson 30 Business Social Correspondence
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00 O O Chronological resume documents work experience and education in chronological order, with the most
recent dates first. Major categories are: Work Experience, Education, Professional Affiliations and Awards. This
format is generally used by candidates applying for jobs in “traditional” organizations or for those who are staying in
the same field. This type of resume is best used when your job history reflects growth, when the prior employment
has been with a prestigious employer, and you want to emphasize that work experience, or when a prior job title
may be considered impressive to the reader. This format may not be the most appropriate to use when your job
history is irregular: you are changing careers, you have changed employment frequently, or you have little
employment history.Functional resume intends to highlight your specific skills and accomplishments which have
been demonstrated through specific work related achievements. Note that your skills do not necessarily have to be
presented in the order in which they were accomplished; list them by order of importance as they relate to the job
for which you are applying. Major categories are: Technical Abilities, Work History, Education, and Professional
Affiliations. This format is best used when you want to change careers, when you are returning to the job market
after a long absence, when your career growth has not been good, or when you believe extended work experience is
not needed or desired for the job for which you are applying.
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