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How to communicate effectively [ZhHEICa I 2=/
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* Start the talk (XFFEZ D D)
* Show interests (il % 7<)
*k Make a small talk (RAE—/L F—7 % T %)
* Keep the talk flow (XFEZ#HCIT D)
* End the talk (&FEZ#25)
IIa=r—var kEFE~D=aYQD : Bean active listener (FEMRIY72H & FIT705)
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How to facilitate a meeting effectively [ZhHEAIZEiEA D D k)
% Prepare a meeting (X —7 4 > 7 O &7 %)
% Start the meeting (X —7 14 > 7 %450 D)
*k Keep the flow of the meeting (X —7 1 > 7 DL & D)
* Take the control of the meeting (X —7 4 7 %2 tr—/L75)
* End the meeting appropriately (X —7 1 > 7 Z @bk 2 5)
I a=fF—v a3y R0 @: Application to a video conference (BT A =ik ~D i H)
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