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CONTENTS OF BUSINESS COMMUNICATION COURSE

FECHAS: Del 5 de abril al 12 de mayo
HORARIO. Martes y jueves de 19.30 a 21.30
 

LUGAR: Instalaciones de Bomberos en Agrela

Objetctives:

Every class consisted of: Written excercises with grammar and vocabulary related to business. Listening and oral practice, with role plays in relevant situations.
Content:
-Answering the phone

-Making and receiving calls

-Leaving and taking messages

-Ending the call

-Email, faxes and letters: business writing

-Making meetings effective

-Presentations and negotiations

-Making appointments

-Placing orders

-Complaining and handling complaints 

-Apologise/solving problems

Para confirmar sus asistencia, puede enviar un e-mail a teresafirvida@agrela.com o llamando al 981-250937.

Le recordamos que el curso es totalmente gratuito

