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Jobs and working conditions 
Recruitment and selection 
Skills and Qualifications 
Pay and benefits 
People and workplaces 
Job applications 
Products and production 
Making business calls 
Writing business letters 
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Present simple 
 
Present continuous 
 
Present simple vs. Present continuous 
 
Past simple 
 
Present perfect 1 
 
Present perfect 2 and 3 
 
Present perfect continuous�


