
1 Training 6
1 Training courses
2 Finding the best course
3 Getting course information
4 The need for training

2 HR Management 12
1 Job postings
2 Job applications
3 Job interviews

3 Working Conditions 18
1 Working nine to five
2 Ideal working conditions
3 Comparing working conditions
4 Rules and regulations

4 Going Abroad 24
1 Up and away
2 Working abroad
3 Booking holidays
4 Eating and drinking

5 Talking Facts 30
1 Presentations
2 Getting your message across
3 Building business relationships

6 Purchasing 36
1 Purchasing language
2 Persuading
3 Meetings and negotiations

7 Logistics 42
1 About logistics
2 The role of logistics in business
3 Phone calls
4 Changes and developments

8 Production 48
1 Production and manufacturing
2 Describing processes and concepts
3 Meetings
4 Quality management
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9 Marketing 54
1 Logos and slogans
2 Marketing essentials
3 Advertising
4 Color psychology

10 Sales 60
1 Up for sale
2 Sales promotions
3 Advertising strategies
4 Sales strategies

11 Customer Service
1 Great customer service
2 Complaints and apologies
3 Customer service elements

66

12 Company Structures 72
1 Company culture
2 Describing trends
3 Outsourcing
4 Doing business in India

13 Leadership 78
1 Good managers
2 Communication
3 Time management
4 Delegating

14 Global Business 84
1 Non-verbal communication
2 Globalization
3 About India

15 Performance 90
1 Your company's performance
2 Performance reviews
3 Mentoring and giving advice
4 Stress management

16 Responsibility
1 Companies and ethics
2 Corruption
3 Corporate social responsibility
4 Community investment

96
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Transcripts 
Useful Phrases
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