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Meetmg people € & ® 3% Meeting for the first
timed =« L & 1. Introduction 4 % 2.Developing a |:|

2024/04/09C % # = ) | 18:30~21:30 | 3.0 |conversation & B ¥t3= 3.Talking about a company 7 |#ta%

% & 4.Finishing a conversation % & ¥t

Telephoning # #=# 3 1.Calling contacts F#% =

2.Making a call # % #% 3.Leaving a message¥q = |:|
2024/04/16( % # = ) | 18:30~21:30 | 3.0 Y. Voicemail messages %3 9 % b5.Taking a message |#fta%
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Schedules and appointments 74222 % ¢ 1.Talking

about schedules 3t# 74% 2.Days, dates, and times I:'

B4 -~ p#{-pFF 3.Making an appointment ¥ ¥ {7 4%
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Bi24/04/288RW - )4718:30~21:30 | 3.0 4. A busy schedule |+ & 7i74% 5. Rescheduling a it 3
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Company performance = # 4 % 1.Presenting figures
183 2. Describing graphs % it Bl % 3. Numbers # |:|
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information #F4 ¥ 3t
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18:

30~21

:30

3.0

Products and services A &£ JPREi% 1.Product
features # &34 4 2.Asking about products 4 # 2 &
3. Talking about company activities = & &#

4. Talking about services #PR7i% 5.Visiting a
client T3+ % =
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Talking about decisions 7 %/ %_1.An industry
history 7 ¥/ £ 2.Cause and effect %)% B %
3. Business decisions #3i#i+ % 4.Explaining

decisions P &K 5.Franchises #3F 54
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Complaints and problems % 7% F*4% 1.Receiving a
complaint 2.Making a complaint 3.Dealing with a
complaint 4.Complaints and solutions 5. Hotel
problems
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Checking progress #:4i& /& 1.Travel arrangements
T42% # 2. Getting an update Bt¥ { #7 3.Giving an
update #% & { #7 4. A new business #7% i* 5. Updates
and future plans & %3+ %
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Future prospects & % & *¥ 1.Forecasting 3¢ f|
2.Predicting trends g P|4%%" 3. Instant decisions
T pFidi- K 4.Financial advice P47%:E3% 5. Long-term
future £z A %
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Regulations and advice *3% ¥ 1. Job
requirements 1 & & 2 Traveling by plane
% 3.Company regulations = @ #3% 4.Flight advice
# i7i23% 5.Giving advice #% i3k
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Meetings and discussions ¢ &% 3t 1.Suggestions
i3k 2.Discussing ideas it# /> 3.The shopping
mall P4 ¥ < 4. A company website = & %3k 5. Case
studies * G|# 7
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Speaking in public = ¥;@z 1.How to give a
presentation 4™ &% 2.A short presentation f§&
A % 3.Thanking and saying goodbye B 3-fri &

4. Speeches for different occasions # F 3 & w3k
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