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2. Internet & World Wide Web How to Program (3rd Edition).
. Internet & World Wide Web How to Program (3rd Edition, by Harvey M.
Deitel, Paul J. Deitel, Andrew B. Goldberg, 2004.
4. Teach your self HTML 4.0 in a week, SAMS,Laura Lemacy, 1997.
5. Web sites (key words: how to design, build, HTML, Vbscript,
JAVASCRIPT.
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1. Strategic management &information system ,2™ edition w.robson ;1997f t pitman.
2. Essential of management information system :organization and technology in the
networked enterprise, 6" edition, laudon & laudon ,2000.
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. Make effective presentation

Make effective telephoning

. Make effective meeting
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. how to make clear , well organized presentation

how to make and receive telephone calls in English

. participate effectively in meetings
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- Key features of an effective
presentation:

Making good introduction
How to introduce your self and your

talk
2) Advantages of speaking versus
reading:

1. Effective presentation | Making a well — designed and well

presented visual aids

The importance of body language

3) Making an effective ending to a
presentation:

Handling questions effectively
Evaluating the effectiveness of a
presentation

Preparing for telephone calls

Key vocabulary about telephoning
Receiving calls and taking messages

2. Effective telephoning

Structuring a message

- Asking for repetition, clarification«
and responses

Active listening and reflective
questions

Handling complaints

Recognizing closing signals and
effective closing

Key features of an effective meeting:
3. Effective meeting Opening a meeting

Controlling the direction of a meeting
Interrupting and finishing a point
Questioning and clarifying

Eliciting ideas and managing

interruptions
Obtaining consensus and making
difficult decisions — Summarizing«

clarifying and closing a meeting
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Jeremy comfort, “effective presentation “, oxford university press, 1995 .1
Jeremy comfort, “ effective telephoning “, oxford university press, 1996 .2
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