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o. Understanding key wQrds

b. Techniques of taking notes

o- Common Abbreviation
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o. Probtem identification

b. Stlucturing probtems

m. Looking for possibie solutions
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oo. At the meeting r d'rlru
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6). Beginning the meeting and starting the objectives

b. Repo/iing on progress and explaining cause and effect

or. lnterrupting the meeting and deating with interruptions from others

d. Expressing strong and tentative opinions, agreeinq and disagreeing

d- Recommending action, summarizing results and conctuding the meeting
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o. Summarizing ail tenses

b. Summar'tzing tatking on the phone/ at the meeting

cn. Summarizing story telt,ng
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ab., Saying goodby.el orat tests
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o. Using social. etpressiions correctly

.b. KeEping the conversati.on g.qiRg
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lntroduction

Deve(oping a conversation
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Fxperiences

My career

Giving recommendations
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Bright House
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Making specific anangements

On the Phone

Understanding key words and taking notes
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Briqht House
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final teview

Sayinq good bye/.orat tests
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Briqht House
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