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Job titles and tasks

- a sales meeting

- a requisition

At a trade fair

- Relationship building

- Follow-up emails

bs) -

bs) -

A sales pitch

- The AIDA approach to
sales

- A request for proposal

- An offer letter
Tips for successful
negotiations

- A company visit

- Negotiating styles

- Win-win negotiations

Telephone orders

- An online order

- A change to an order
- Numbers and figures
- Contract terms and

phrases

Purchase order
-Reading, Listening,
Speaking &
Conversations related
to the learner’s field of

study
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®o — | The email screens 5 - 5 - - -
06 - Email structure
- subject lines
®m — Register 5 - ) - - -
oF -Formal/Informal
phrases
-abbreviations
-correct spelling
& — | -Quotation form 5 - 5 - - -
oo -Reading, Listening,
Speaking &
Conversations related
to the learner’s field of
study
e — Writing: ) - > - - -
o - Resume
Reading: Passages
related to the learner’s
field of study
Listening & Speaking:
-Conversations related
to the learner’s field of
study
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