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PROFESSIONAL DEVELOPMENT COURSE EX& K HA M
[ Business Presentations 574555/ H AR )

[ Business Correspondence 1 88E @B REBEE )
[ Business Correspondence 2 & BB EHNNIEREBEER ]

[ Business Meetings S(#:3

[ Negotiation Basics &#5:%4)

[ Sales B %55 )

« Opening with Confidence BB R AR : REBEHIFES )

( How to Handle Q&A BHFEXER : BBRRREE )

( Successful Email Negotiations ZFEIFBEE AN EHBHKHES )

[ Telephoning £ EFER AT RN EFRERIT )
( Exchanging and Checking Info #i&2iR&3h )

( Describing Technical Difficulties WA R/EZEHE 2 )

¢ How to Deal with Complaints AR O EZFHE 18 )

{ How to Sound More Polite FERER X DR BRER )

[ Job Search kEi=:3

( A Personal Profile for Your Résumé X EEEABIT )

{ Group Discussion Interviews B & 57 5w A B BRI )

( Interview Success With the STAR Method B E B 2258 )

[ Social Media #2182z
( Creating a Business Profile 20{@# R =GN )

« Writing a Public Apology 20102 5573 B EU#R )
{ How to Create a SMART Goal E£EESMARTIRA! )

[ Ability Development 85 /0& 5 ]

« An Introduction to Small Talk E18 : B2 E/EB T B/ ERRIT )
( Being Descriptive About Products RIZIH SR8 1 : ERRENTIB)
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