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[Useful Workplace Knowledge for the First-Year CIR]
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O EXM4E<F— [Basic Manners]
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O EXMET LI+ > F— [Basic Telephone Manners]
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O 59 58 [In and Out of the Office]
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O iTb&4bHt - #8E L [Informal Meetings; Decision-Making Process]
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O EE [Office Memos]
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O iR% - & E [Drafts; Reports]
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O 85U %3 % & [Art of Apologizing]
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[BEFHTIN, ESFTELSBRLLET.]

O ER%E53Y [Useful Phrases for Expressing Opinions]
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O £#&ER&E [Receiving Translation Requests]
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