
Vorwort 

Methoden 

Topic 1 Which job? 

Topic 2 The world of work 

Topic 3 Products and Services 

Topic 4 Commercial correspondence 

Topic 5 Office communication 

Topic 6 Dealing with complaints 

Skills 

Trackliste der Audio-CDs 

Inhalt der beiliegenden Lehrer-DVD 

4 

6 

12 

29 

44 

56 

71 

90 

103 

107 

109 
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