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. How to introduce yourself

. How to introduce someone

. At a business receptionist’ s desk
. In the reception room

. Telephone conversation

. Overseas call

. How to ask questions about someone
. How to talk to someone you don’ t know
How to ask someone to repeat

How to show you are listening
What to say when you’ re thanked
What to do with a wrong call

How to ask about preference

What to say when you are invited
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