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Unit I: English for Front Desk Management 
Greeting, Welcoming 

Dealing with Complaints, Giving Instructions or 

Directions 

Giving Information: About Various Facilities, 
Distance, Area, Local Specialties, 

Consultation and Solution of Problems 
Accepting Praises and Criticism, Apologizing Punnan Vennela Publications 

Unit I1: Fluency and Etiquettes 
Polite sentences and Words 

Use ot Persuading words 

Intonation and Voice Modulation 

Developing vocabullary 

First Edition 2022 

ISRN No. 978-81.929888-5-6 

ce. Rs 100-

Unit IIl: Business Speeches 
incpies ol Ettective Speech and Presentations 

Speeches:ntroduction, Vote of 'Thanks, Occasional 
Speech, Theme speech 

Use of Audio- Visual Aids in Presentations 
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Unit IV: Cross-Cultural Communication 

Dealing with Language Differences 
Probing Questions to get ntormadon 
Etlquette in Lross-cultural communication 
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