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W Introductions and greetings

1.1 Introducing yourself

e What do you do when you meet someone for the first time?

What do people do in different countries?

e Listen to these introductions. Match the conversations to the pictures.

Now introduce yourself to someone else.




G Mr Robinson comes to your company. You don’t know him.
Listen to these conversations. Then practise them.

@ Study these examples.

Complete these conversations. Then practise them.
A B CUSE IS, 18 s vusocnis 0 (1) name Marriot?
BeA BNONME oovnsensertins 1« Tedee ssvanih soe (2) name’s Crossman.

A:  Oh, I’'m sorry, Ms Crossman.

. = BACUSEINE, ot s vin Temeab s s (3) Mike Watson?

D Y€, oesiivmsmesmnnns brsgagevisvissdiy 4)

s = o tasmans saasan Roger Miller. Pleased to meet you.

BE | nimsensnsessmin dunssnieid saiss (5), are you Mr Nawab?

B N0y it P e B sien (6). ’'m Mohammed Farique.
B Ohyussmssnmssinin susmionissnssins (7), Mr Farique.

Now listen to the recording and check your answers.




1.2 Saying where you're from

o Read this advertisement. What business is Fujitsu in?

Fujitsu Limited is a world leader in information
technology and electronic devices.

The world-wide company has offices in New York,
Washington, Hawaii, Bogota, Harare, Amman, Abu
Dhabi, Tehran, Brussels, Munich and Moscow together
with many offices in Asia including Beijing, Shanghai,
Kuala Lumpur and our head office in Tokyo. In addition
to these offices, Fujitsu owns nearly 500 computing
and electronics companies and has operations in
more than 100 countries.

Fujitsu has an office in these countries. Is this true (T) or false (F)?

1 The United States 4 Malaysia [ ] 7 Iran ]
2 Russia ] 5 Spain ] 8 Chile []]
3 Mexico ] 6 Germany [ ] 9 Jordan [ ]

o Fujitsu has a conference each year. Listen to these guests registering for
the conference. Match the guest’s name to the office.

1 []Brussels

2 Brown []Beijing

3 Hernandez [ ]New Delhi
4 Singh [ ]Colombia

5 Narayan Moscow

6 Yin [ ]New Delhi
7 Pousset [[JNew York




Listen again. What do the people say?
GREETING RESPONSE

1 Howareyou? e

3 Howdoyoudo? e

4. Ifsnicetoseeyoragain:. ' iseiusies seems sesesedss seess

o Study these examples.

Listen and mark the stress.

1 Howdoyoudo?

2 Nice to see you again.
3 Pleased to meet you.
4 Hello, how are you?

Now greet some other learners.
Q Work with a partner. Introduce yourselves to each other and say where you are

from. Learner A looks at File 1 on page 116 and Learner B looks at File 2 on
page 118.




1.3 Introducing other people

Complete this conversation with the phrases in the box.

Cream and sugar, please. =~ He works in Milan. ~ How are things?
Pleased to meet you, Mr Toncini. Have a seat, Giovanni.
do you know Brian Turner

ALICE: Hello, Giovanni. Good to see you again. ........c..ceeevvuviavinnnns (1)

GIOVANNI: Just fine, fine. And you?

ALICE:  Oh, not too bad. Giovanni, ...........c.eevuveeneennn.. (2), our new Personnel
manager? Brian, this is Giovanni Toncini. He’s from Italy.
............................ (3)

BRIANG . cotssmmninnenonsioniniossss (4)
GIOVANNI: Please, call me Giovanni.

BRIAN: And I’'m Brian.

ALICE!  .vivniinerneenanaeinennennas (5)
GIOVANNI:  Thank you.

ALICE: How about some coffee? Giovanni?

GIOVANNI:  Yes, please. .....ccovuvvvneeiiinninnnnnnn (6)

Now listen and check your answers.

e Study these examples.

Work in groups of three. Learner A looks at File 5 on page 116, Learner B looks
at File 6 on page 121, and Learner C looks at File 7 on page 122.




G Match the phrases 1-4 to a suitable response.

1
2
3
4

Bye.

Have a nice weekend.

Nice to talk to you.

Goodbye, and thank you for your help.

a
b
c
d

That’s all right. Goodbye.
Thank you. You too.

See you on Friday.

It was nice talking to you, too.

Now listen and check your answers. Then use the expressions above in

similar conversations with a partner.

Q Look at these two situations. What do you think the people are saying?

Bill Robertson

1
Jill Knight
JHL RINIGHT S siasus to v r s tevse am s wavins Sws AEBan e St St SO A S e

BILL ROBERTSONE icovssssmsnnsasvoscnnnssnossbmsssnnsne vassesesasvenssasessss

Mr Choudhry

Mrs Gupta. Madras. Head of Personnel

MR CHOUDMRY? <assivnsinnamsionssiviosint et swon s iove s s orebsasies




e Listen to this conversation. Does the caller want to speak to
Robert Brown or George Braun?

10



Look at the jobs in the box and put them under the correct headings.

accountant  secretary  lawyer  typist  engineer
sales manager  receptionist  executive supervisor

Professional and Administrative Clerical and office

technical
lanyer

Can you add one more job under each heading?

e Listen and mark the stress.

accountant
export
secretary
engineer

W B W N =

marketing

Is your profession or job in the list in B? If not, what is your profession or job
in English? Find out about some other learners like this:
What do you do?
I'man) ...
lworkin ...

0 You will hear someone talking about the workforce in Singapore.
Can you guess the percentages from the chart?

Production

Professional
and technical

Now listen and fill in the correct percentages on the chart.

11



2.2 Telephoning

o Listen to
Stephanie Ferguson
calling ABC Software.
How many people
does she talk to?
Who does she want
to talk to?

e Say the names of these companies.

JVG

What other companies have names like this? Y
m———
PR TR BT e e pPe — A'r &'r
arklo-b f i 0 r| q ————
R —————
h c | y u ——
j d m w
k e n
g s
P X
t | z(se)
v
z(ag)




G Study these examples.

Practise spelling people’s names. Learner A looks at File 14 on page 122 and
Learner B looks at File 15 on page 118.

@ Practise this conversation with a partner.

Ask the caller to hold the line
as you put them through.

<
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