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General Business

G1

Self- Introductions

Introduce yourself and make small talk.

G2

My Company

Present and answer questions about yout company.

G3

Welcoming Visitors

Welcome foreign visitors to your office.

G4 Telephoning Make and take a business call.

G5 Directions Give directions in your company facilities.

G6 Scheduling Schedule and reschedule a meeting.

G7 My Job Present and answer questions about your work.
G8 New Project Propose a new project.

G9

Project Report

Report on a project’s progress.

Human Relations

H1 Interview Conduct an interview with a foreign candidate.
H2  |Job Offers Make an unofficial and follow up job offer.

H3 Training Orient and train a new employee.

H4 Performance Give feedback to an employee.

H5 Miscommunication Troubleshoot misunderstandings with coworkers.

Products and Services

P1 Product Demo Present your company’s product or service.

P2 Product Issues Troubleshooting issues with your product or service.

P3 Complaints Handle complaints about your product or service.

P4 Improvements Discuss improving a product or service.

P5 New Offering Notify a client about a change in your product offering.
Meetings and Negotiations

M1 Morning Meeting Have a morning meeting with your team.

M2  |Emergency Meeting Discuss an urgent issue.

M3 Online Meeting Resolve technical issues during a meeting.

M4 Facilitation Lead a meeting with your team.

M5 Win-Win Negotiate with a partner to reach a win-win solution
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