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Office skills

1 Things you find in an office

2 Describing your company

3 Describing your job role

4  Writing a curriculum vitae

5 Arranging times and meetings
6 Locations

7 Welcoming clients

8 Making requests and offers, asking for and giving information
9  Ordering goods

10 Payments

11  Information technology

12 Telephoning

13 Letter writing

Translations

Tape scripts

Answer key




