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Use appropriate language

BN EFEIS Discuss and clarify info
Telephoning Make calls
Handle complaints and take messages
B IR BT T A Business Tone

Business Writing

Cover Messages & FYI Emails
Good / Bad News Emails

k=52l

Negotiations

Setting realistic goals

Making concessions and setting
a bottom line

Evaluating and assessing
Determining a strategy

ESQLE

Presentations

Improve techniques

Appropriate expressions

Exploit the use of visual aids to support
verbal info

EERER
Exhibition

Exhibition Knowledge
Applications
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