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Can describe changes at
1 UNIT 3: Changes 3.1: A company's story
work.
Can write about a change at the .
2 UNIT 3: Changes 3.2: New office
workplace.
Can write about a company’s
3 UNIT 3: Changes 3.3: Company performance
performance.
Can talk about how a project ) o
4 UNIT 3: Changes 3.4: Work skills: How did it go?
went.
Can write an email about ) )
5 . UNIT 3: Changes 3.5: Business workshop: Our first year
their company.
6 UNIT 3: Review
Can write an email about ) )
7 . UNIT 4: Travelling for work 4.1: I'm flying to Tokyo tomorrow
their company.
Can write a text message to . . B .
8 apologise and explain why they are late. UNIT 4: Travelling for work 4.2: The 12.05 is delayed
Can write an update email about . .
9 ) UNIT 4: Travelling for work 4.3: An update email
work they are doing now.
Can set up a video call and fi x . . . .
10 UNIT 4: Travelling for work 4.4: Work skills: Setting up a video call
problems.
11 Can deal with arrangements for |UNIT 4: Travelling for work 4.5: Business workshop: A business
a business trip. trip
12 UNIT 4: Review
13 Semester Review
14 FINAL EXAM
15 Exam Feedback
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