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2016/06/08 Pre-test & Learning About Your Jobs

2016/06/15 Communication In the Office

2016/06/22 Using Office Appliances (via video)

2016/06/29 Discussions, Meetings and Proposals

2016/7/6 Outside Correspondence and Contact

2016/7/13 Personnel Matters (via video)

2016/7/20 3 |Role-play & Post-test
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