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Cambridge University Press/Foundation Books 0. So?cover. Book Condition: New. English for Life 4 is a
comprehensive coursebook for students at the undergraduate level. Divided into two units, this book aims to
teach business communication and literary appreciation. Designed to cater for the current and future
language and communication needs of students, Unit 1 deals with business writing and a few advanced areas
such as meeting skills, presentation skills, negotiation skills, interview skills and team building all of which are
indispensable to the job-seeker as well as the aspiring manager. Units 2 and 3 together present Arthur Conan
Doyle?s The Hound of the Baskervilles, considered to be one of the greatest mystery/detective novels in world
fiction. EForts have been made to make the novel even more interesting and enjoyable with the inclusion of
eFective starter activities and insightful questions that provoke the reader to think deeper. This course adopts
an interactive approach and participatory methods. The activity-oriented tasks ensure that the learning
process is relevant, interesting and enjoyable for students. This coursebook ? introduces each chapter through
interesting lead-in exercises ? oFers exercises with varying levels of complexity ? improves interpersonal
communication skills ? enriches vocabulary through extensive glossary ? promotes writing for academic and
business purposes ? enhances the experience of the novel through detailed annotations. Contents Foreword
Introduction Unit 1: Business Communication Transactional Writing 1.1 Standard Business Letters 1.2 Answering
Enquiries 1.3 Handling Letters of Complaint 1.4 Dra?ing E-mail for Business Correspondence 1.5 Intra-
organizational Communication 1.6 Delayed Payments and Delivery of Goods 1.7 Writing Short Reports 1.8
Technical Writing 1.9 Intranet and Internet for Business Writing Discussions / Meetings/Team Skills 1.10
Preparing Agenda for Meetings 1.11 Writing Minutes of Meetings 1.12 Taking Part in Business Meetings 1.13
Making Notes of Business Conversations 1.14 Business Promotions and Language for Advertising...
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