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Unit1

Meetings and Greetings |

Objectives

Have some idea about the culture and tips about greetings.

Know how to open and close a conversation in workplace.

Be able to introduce people to each other., including exchanging personal
information ; name/address/telephone number/job/study.

Lead-in

In our daily life, we greet others almost every day, especially in the workplace, This
polite behavior gives others a good impression naturally if you are a new colleague.
However, meetings and greetings have many important details and notices. In different
occasions, we should learn to use suitable ways to greet people. Hope you acquire some
knowledge about meetings and greeting in this unit.

Warming-up

Questions for discussion

You are going to talk about meetings and greetings. Read the following questions and
discuss them with your partner.

1. What will you say when you meet someone for the first time?

2. What do you like to say when you meet your old friends?

3. Do you know some important tips for greeting someone?

4, How do you greet and introduce yourself to a guest at the airport?

5. How do you choose suitable words to greet someone in different occasions?

Directions: Listen to the following sentences and choose the correct words to fill in the

blanks in each sentence,

introduce pleasure hope call me Excuse me
spell How trip meet name
1. Nice to you!
2. It’sa to meet you!

3. May I have your please?
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4 are you doing?

5 Are you Mr. Smith from New York?

6. May I our Sales Manager, Mr. Allen to you?
7. You can Dick.

8. But how do you it?

9. How is your ?

10, 1 you can have a nice stay here.

Directions: Listen to 10 dialogues for workplace communication and choose their right

responses,
1. A. How do you do? B. Good Morning.
C. I'm fine. D. It’s very nice,
2. A. Great. Thank you. And you? B. Yes, Il am,
C. How are you? D. How do you do?
3. A. Yes, I'd like to. B. Never mind.
C. I'm from Beijing. D. Nice to meet you.
4. A. You're welcome, B. Certainly,
C. I'm Helen, Nice to meet you. D. Go ahead.
5. A. Pleased to meet you. B. I'd love to.
C. Tt doesn’t matter. D. Not at all,
6. A. Thank you. B. Good Luck.
C. Yes, fine. D. I don’t think so.
7. A. OK. A-l-e-x, Alex. B. Thank you very much.
C. My name is Alex. D. It is a good name.
8. A. It's welcome. B. It doesn’t matter,
C. See you! D. Thank you first.
9. A. Nice to meet you! B. Sure. My name is Andy.
C. I'm fine, And you? D, OK. Thank you.
10. A. No. Thank you. B. Yes, I am,
C. T have no idea. D. It’s nice.

SECTION A
Directions; Listen to the following three dialogues and filling in the blanks with the

correct words or phrases you have heard.
Dialogue 1
JAKE: Hi! My name is Jake. We have not before., have we?
DEBBIE: No, we have not! My is Debbie.
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JAKE: to meet you, Debbie!
DEBBIE: Nice to meet you, too, Jake.
JAKE: Are you a new student?
DEBBIE: Yes, I am. What about you?
JAKE: Yeah, me too!

JAKE: What are you here?

DEBBIE ; . I want to be an accountant. What about you?
JAKE: 1 am doing . But I am thinking of doing business studies
DEBBIE: Do they you to ?

Dialogue 2

Alice: Hi. My name is Alice.

Steven: Hi. I'm Steven. It’s so nice you here,

Alice: Me too. So what do you do?

Steven: I'm a H

Alice: Oh, really. That’s nice.

Steven: What do you do?

Alice: I'm a

Steven; So what do you like to do in your ?

Alice: 1 like music. How about you?

Steven: I like

Dialogue 3

Gerald: Hello! Good Morning, Professor Black.

Professor Black: Hi!

Gerald: My name is Gerald. 1 like your lecture very much,
Professor Black: Oh, Thank you.

Gerald: Gerald.

Professor Black: 1 this time. Gerald, it’s a good name.
Gerald: Thank you. It's a to meet you here,

Professor Black: So nice to meet you here.

Gerald: I am really interested in the topic you discussed in the last lecture, 1

we can have time to discuss about it next time.

Professor Black: OK. No problem.

Gerald: Thank you for . See you!

Professor Black: See you!

SECTION B

Directions; Listen to the following two dialogues and filling in the blanks with the

correct sentences you have heard.

Dialogue 4

Mr. Wu: Excuse me.
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Mr. Smith: Oh. Yes, I am.

Mr. Wu: Mr. Smith. I'm Wu Dong from DJ Company. And

Mr. Smith: Nice to meet you too. Mr. Wu.

Mr. Wu: You are welcome. How is your trip?

Mr. Smith; Oh, » so we really have a good time.

Mr. Wu: I'll be your guide during your stay in China

Mr. Smith; Wonderful!

Mr. Wu;, The taxi’s waiting outside.

Mr. Smith: Fine, let’s go.

Dialogue 5

Brian: Mr. Sun, I'd like you to meet Mr. Johnathan Mitchell, sales manager of the
Fahion Company of Canada, Mr, Mitchell, Mr. Steven Sun, general manager of Sunshine
Trading Company.

Mr. Sun; . After so many phone calls and faxes.

Johnathan: Thanks very much, Mr. Sun. Please accept mine,

Brian: If you don’t mind, Johnathan, You and Mr. Sun can have a talk here. 1'd like
to check the arrangements for the meeting.

Johnatha: I would like some tea, please. Thank you.

Directions: Now you are going to hear apassage of greeting. Listen carefully and try to
answer the following questions. The Words and Expressions provided below will be of some
help to you,

Words and Expressions

bow w. 55 shake hands #F

traditional a. &4 1Y firm a. G =mal:ol

asian a. AE P ) Mexico n. 575 7

Korea n. A Egypt n. B K&

Russia n. 18 % last w. o

hug w. HiH soft a. TR, BHH

A. Directions; Listen to the letter TWICE and complete the following sentences.
1) Bowing is the traditional in some Asian countries like Korea and
Japan,
2) When friends meet in Russia, both men and women hug each other.
3) Shaking hands is common in many countries. But it isn't done the
same way.
4) In many , people also shake hands. But they do it differently from the

way they do in the U, S. and Canada.
5) Many people in Mexico and in Egypt . And their handshakes usually

a little longer but are softer.
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B. Directions: Listen to the letter for THIRD TIME and Decide whether you think each

statement is right or wrong,.

1) Bowing is the traditional way of greeting people in some Asian countries like

Korea and China, ( )
2) When good friends meet in Russia, they often hug each other. ( )
3) Shaking hands is common in many countries. ( )

4) In the United State and Canada, people seldom give a strong, short

handshake, ( )
5) In Mexico, men-shake hands usually last a little longer and are softer-not so strong.
( )

C. Directions: Give brief answers to the questions below while listening to the passage
for the LAST TIME,
1) How many ways are there to greet people around the world?
2) What is the traditional way to greet people in some Asian countries?
3) Where do people hug each other?
4) What kind of handshake do people live in the U, S. and China?

5) In which two countries do people give a longer, softer handshake?

Questions for discussion

You are going to talk about meetings and greetings. Read the following questions and
discuss them with your partner.

1. Could you say something about your impressive experience of greeting people?

2. Why do you use different words to greet people in different occasions?

3. Do you think that greeting is very useful in daily life? Why?

Sample Dialogues

Listen to the following sample dialogues and practice them with your partner.

Dialogue 1

Meeting People for the First Time

Smith: Hello, glad to meet you. My name is Adam Smith.

Michael: How do you do, Mr. Smith? I'm Michael White. You can call me Mike.

Smith; Welcome to visit our company, Mike.

Michael: Thank you. Here's my card.

Smith: Thanks. So you are here for the business contract?

Michael: Yes, I am.
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On the way to the meeting room , they met Dr. Li,

Smith; Excuse me, are you Dr, Li?

Dr. Li: Yes, I am.

Smith: How do you do, Dr, Li? I'm Adam Smith,

Dr. Li: Nice to meet you, Mr. Smith.

Smith: Thank you. Here is my business card.

Dr. Li: Thanks, This is mine,

Mr. Smith introduces Michael Dr. Li.

Smith; This is Michael White. And this is Dr, Li.

Michael and Dr. Li; Nice to meet you here.

Dialogue 2

Meeting People Again

Mike: Hi. Haven't seen you for ages, Peter?

Peter: Oh, it's you, Mike. How nice to see you again. How are you doing?

Mike: Very well, thank you. How is your work?

Peter: It's going well. 1 am here to attend the training program.

Mike: Good. I'm also here for the training program, too.

Peter; Really? It's a small world.

In the training class, they met their old classmate , Jack Creen.

Mike: Hello, Jack. Long time no see, How are you going?

Jack: Hi, Mike and Peter, What a big surprise for me! I'm very fine. How about you two?

Mike: Very well, thank you. Why do you come here?

Jack: We are here for the train program, How are things going in your company?

Peter: Not bad. How about you?

Jack: I am quite well. Would you like to have a drink?

Mike and Peter; That’s good idea. Let's go.

Dialogue 3

Meeting for the First in the Of fice

Susan; Good morning, Ma'am,

Barbara; Good morning.

Susan: Are you Ms. Read, the officer manager?

Barbara: Yes, I am. Who are you?

Susan: I'm the new secretary.

Barbara: Oh, yes. I was out when you came last week. What's your name?

Susan: My name is Susan Lee. Everyone call me Sue.

Barbara; OK, Sue, It's glad to have you with us, We have a lot of work to do here.
You'll be busy. That’s your desk over there.

Susan; Thank you Ms. Read.

Barbara: And please call me Barbara.
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Susan: Thank you, Barbara. Nice meeting you.

Dialogue 4

Meeting in the Party

Jessica: Nice party, isn’t it?

Bill: Yes, it is.

Jessica; My name is Jessica Evans, by the way.

Bill; Sorry, what's your first name again?

Jessica: Jessica.

Bill: Oh, how do you spell that?

Jessica: J-e-s -s-i-c-a, Jessica.

Bill; Very nice, That’s a good name,

Jessica; Thank you,

Bill: It’s a pleasure to meet you. I'm Bill.

Jessica: Nice to meet you, too. What do you do, Bill?

Bill; Well, I'm a businessman,

Jessica; Oh, are you? Where are you from?

Bill: I'm from London, England.

Jessica; London is a nice place, but traffic here is also very heavy, isn’t it?

Bill: Yes, it is.

Role-Play Dialogues

Make up your own dialogues according to the following situations and role-play them.

Situation 1. You are a new-comer in the Sun Fashion Company. It is your first time
to meet Mr. Smith in the Sales Department, Say hello to him and exchange business cards
with him.

Situation 2; You are having lunch in the Dining Hall. And you meet a new friend
named Sergey. It is so difficult to catch his name. Ask him to repeat his name and spell it.

Situation 3: You are the new-comer of the Sales Department in Lucky Fashion
Company. Now you are in the party for the Mr. Nelson, the manager of the Production
Department. He is going to retire after a week. Introduce yourself to Mr. Nelson. And
say hello to your department manager, Mr. Smith,

Situation 4: You the manager of the Human Resources Department. Introduce a new-
comer to the Marketing Department. Say something about the new-comer in order to make
him or her be familiar with the colleagues soon.

Situation 5; You are the secretary of the General Manager, Mr. Truman in the Space
Trading Company. You are asked to meet Mr. Black, the sales representative in Stanley
Exporting Company from Canada, Meet Mr, Black at the airport, And take him to the

office and introduce him to Mr. Truman.
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Directions: Listen to the passage and fill in the blanks with the words you have heard.

The Differences between Chinese and Western Politeness

A firm 1  contributes greatly to the first impression for both parties. Then how to
do a best handshake?

1 Establish 2 as the handshake is initiated. Offer a 3 greeting or parting
words during the handshake.

2 Extend the right hand 4  willingness to greet and welcome the other person.

3 Slide the hand into the hand of the other person so that the area between the thumb
and forefinger are in contact. Press the hands together so that there is no gap.

4 Apply slight pressure to the hand of the other individual. Match the pressure the
other person exerts in the handshake. Allow the pressure to __5 enthusiasm rather than
competition.

5 Bring a second hand to the handshake to show much enthusiasm or sincerity. Place

the 6 palm down over top of the two 7 ., Add words to further the message.

Please read the following useful tips for greeting and discuss them with your partner. Try to
collect more useful tips or advice through many ways and write them down in the My
Notebook provided below,

Common Greeting Phrases

There are several common phrases to use when greeting someone and all of them
vary depending on both the time of day and the situation in which someone is being
greeted. The variety in common greeting phrases stems from the use of both proper
English language and slang words and phrases.

Common All Day Greetings

“Hello, how are you?” is a common greeting phrase.

Commonly used greeting phrases are “Hello, how are you?” and “Hi, how are you?”
A simple “Hello” or “Hi” are also used frequently instead of the entire phrase. If you are
just meeting someone for the first time, it is common to say, “Hello, it is nice to meet
you. ” If you haven’t seen someone for a long time and are greeting him, it is common to
say, “Hello, how have you been?”

Common Slang Greetings

“Hey” and “What’s Up?” are common slang greetings.
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Over the years, many slang words and phrases have been used in place of proper
English language greetings. Some commonly used slang greeting phrases are “ Hey,
there,” “What’s up?” and “How’s it goin'?” Words and phrases are also shortened by
simply losing some of the words in the proper phrase. For example, “Night” by itself is
sometimes used in place of “Good night.” In the same sense, “Morning” is also

sometimes used in place of “Good morning. ”

My Notebook
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Thanks and Apologies G

Objectives

Have some idea about the background of thanks and apologies.

Succeed in learning several ways of expressing thanks and apologies,

Be able to expressing thanks and sorrows in workplace,

Lead-in

In workplace, not only leaders, but also colleagues give us a lot of help. With an
appreciative heart, we should know how to express our gratitude to them. During the
work, inevitably we will make some mistakes. Then we should apologize to them. These
two aspects will help us to build a harmonious relationship with others in workplace.

Warming-up

Questions for discussion

You are going to talk about thanks and apologies. Read the following questions and
discuss them with your partner.

1. Do you think it's necessary to thank or apologize to somebody in your work? Why?

2. What will you say when you make an apology?

3. Do you know some useful tips for thanking or apologizing?

4. How do you express gratitude to your boss or colleagues?

5. How do you choose suitable words to thank or apologize in different occasions?

® i@ﬁﬁmﬁﬁrﬁﬁwﬁm

Directions: Listen to the following sentences and choose the correct words to fill in the
blanks in each sentence.

early reply apologize further owe terribly promotion

grateful seeing you off sincere appreciation Congratulations

. Please accept my for your valuable help.

. I deeply appreciate your

I All of us feel proud of your remarkable achievements!

1
2
3. I am truly to you for coming here so soon.
4
5. I'm so sorry about that,

6

: 4
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7. Tt seems | you an apology.

8. You cannot believe how sorry I am when I miss the chance of

9. T am so happy to hear that you have got a new !

10. I wish you still success!

 Listen and Respond

Directions: Listen to 10 dialogues for workplace communication and choose their right
responses,

l.;

9.

A.

o

D.

A
€
A
C
A
B
C
D
A
C
A
B.
C
D
A
B
C
D.
A
B
c
D
A
C.

Because Karen breaks the coffee up.
Because Karen spills coffee on the carpet.
Because Karen forgets to buy a cup of coffee,

Because Karen spills coffee onthe tablecloth.

. His bike is stolen. B. He walks to work.

Something is wrong with his bike’s tire. D. He misses the bus.

. She is late for work B. Her son is sick.

She has to leave work early today. D. She left work early yesterday,

. She will get married.

. Her friend will get married.

Her friend will get married the day after tomorrow.

. Not mentioned.

. Finding a new job B. Seeking development
. Not satisfying with his job now D. None is right

. Manager and Staff

Boss and worker

. Interviewer and Interviewee
. Director and office worker
. The man made a mistake in his work.

. The man is not friendly with other staff.

man didn’t finish his work on time.

man was fired,

. Jane is always late for work.

It’s not the first time that Jane was late this week.
That's the second time that Jane was late during her work,

None is right.

. Talking to the customers B. Making a telephone call

Having a meeting D. Not mentioned

10. A. Friday B. Last Thursday
C. Last Friday D. Next Friday



