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Part 1 Practical Listening and Speaking ( 5 F 0f35%)

1. Word study .
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2. Functional listening
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3. Language check
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4. Presenting practice
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5. Communication skills
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Part 2 Business Speaking (B4 0i&)
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1. Pair work
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2. Group work
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Part 4 Fun Listening (GBBRIF 1)
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Unit Goals
<> First meeting in the workplace

<> Introducing someone in the workplace

<> Learning five tips for making a good first impression
<> Understanding number calculation

¢ Word study

Part 1 0 Practical Listening & Speaking

Work with your partner to fill in the blanks using the words on the left. Listen and check your answers,

and then follow the recording.

KTurbulence
electronic
trial order

lunchtime
Package

launch

putting together
promotional
literature

pamphlet
cover

\ Whereabouts

X

(1) Whereabouts do you come from in Japan?

(2) The launch of their new product was very successful.

( 3 ) Turbulence means irregular and violent movements
of air or water that are caused by the wind.

(4) You should wear formal clothing on business occasions.

(5) You will never have a second chance to make a good

first impression.
(6) We need to develop a marketing strategy for this

model.

(7) The pamphlet contains all the information of our
company and products.

(8) The firm is Britain’s main producer of electronic
products.

(9) I've had nothing to eat since lunchtime.

(10) Mary spent two weeks putting together all the sales
materials.

(11) I will cover three points in my talk.



(‘on business A (12) When you follow something up, you find out more

occasions information about it and take action if necessary.

make a good first (13) Package means a set of ideas or services that are

impression suggested or offered all together as a group, e. g.
financial or pay package.

marketing strategy . (14) If you can give us a discount, we would place a trial
order.

follow ... up (15) A good handshake makes you look like a real profes-

\professional ) (16) Could you provide us with some promotional literature?

(® Functional listening

Task One (First meeting in the workplace) : Listen to the conversation and complete the following notes
using a few words from the recording.

(1) Mr. Jones prefers to drink a cup of black coffee.

(2) Mr. Jones’ flight was not bad. It was a bit of turbulence,
but it was not too bad.

(3) Mr. Jones did not have any trouble finding the company,
because he received a good electronic map.

(4) GMT is the latest model, which is very popular in Asian

market. :
(5) Mr. Jones will place a trial order for GMT.

Script (F (Female) =Ms. Cathy Lin M (Male) =Mr. Mike Jones)
Good morning, are you Mr. Jones from J&C Corporation?
: Yes, I am. Good morning, I have got an appointment with Cathy Lin.
Hello, Mr. Jones. I'm Cathy Lin. Pleased to meet you.
: Pleased to meet you too, Ms. Lin.
Please call me Cathy.
: And please call me Mike.
Welcome to MAT, Mike. Oh, would you like to sit down?
: Oh, yeah, thank you. )
Would you like something to drink, coffee or tea?
: Oh, yes, coffee would be nice.
Would you like it with milk and sugar?
: No, thanks, black please, without sugar.
Here’s your coffee. So how was your flight?
: Thanks. Not too bad. The flight was a bit of turbulence, but we arrived on time in Shanghai.
Good. Did you have any trouble finding us?
: No. T was sent a good electronic map. I got here quite easily. Thanks for the map.

AR IS AT EIZE gz

You’re welcome. So shall we get down to business?

2 b Unit 1 First Face-to-Face Conmmunication



M: OK.
F: First, let’s have a look at our catalogue. GMT is our latest model. It’s very popular in Asian market.
M: That sounds interesting. OK. I will place a trial order for that. Could you show me the sample?
F: Yes, of course. We will see it in our showroom later. Can we take a look at ...?
(... Pause for a few seconds ...)
M: Well, that’s very helpful. I think that’s all for the moment. Thank you very much for your help.
F: My pleasure. And thank you for coming. It’s almost lunchtime. Would you like to join me for lunch?
M: No, thanks. I have got another appointment.
F: Then, I’'m looking forward to our next meeting.
M: Me, too.
F: Goodbye.
M: Bye.

Task Two (Introducing someone in the workplace) : Listen to the conversation and complete the following
notes using a few words from the recording.

(1) Allen and Peter work in the Sales Department. Peter works
as a supervisor.

(2) Mary will stay with them for a couple of months. She is
here to help with the HIK project.

(3) Mary’s flight was delayed for one hour at JNL.

(4) Allen and Peter were discussing the DNC package before
Mary came.

(5) Mary was helping to put together the promotional literature

before she came.

Script (M1=Allen M2 =Peter F=Mary)

M1: Hello, you must be Mary. I'm Allen Cotton. Welcome to MJC Corporation.

F: Thank you. It’s good to be here.

M1: Let me introduce you to Peter Anderson. He is one of the supervisors in our sales team.

M2: Nice to meet you, Mary.

F: Nice to meet you too.

M1: I'm sure you know that Mary is going to be with us for a couple of months to help with the HIK
project. She is from our Australian subsidiary.

M2: Yes. We should be seeing quite a lot of each other. If you’ll excuse me, I should get back to my work.
See you later, Mary.

F. See you later.

M1: Please have a seat. Would you like something to drink, coffee or tea?

F. Coffee, please, black for me.

M1: How was your flight?

F: Well, apart from one hour’s delay at JNL, not too bad.

M1: Peter and I were discussing the DNC package. Isn’t the Australian office planning their launch soon?

F: That’s right. I was helping to put together the promotional literature.

M1: Ah, that could be very useful.

cBE 1 3



(® Language check

Listen to the recording and complete the following conversations. Then work with your partner to

practice them.

Task One : Opening the talk

F: Nice to meet you. (Pleased to meet you.)
M: Nice to meet you too. (Pleased to meet you too. )
Introductions

F: T'd like to introduce myself. My name is Sandy Lee. I work
as (1) a sales assistant for DNT. (Let me introduce myself.
My name is Sandy Lee.) :

M: I'm Tom Blake. I work as a sourcing engineer.

Exchanging business cards

F: Let me give you my business card.
M: Thanks. I’d like to (2) give you my business card too. Here you are.
Offering drinks

F: Thanks. Please take a seat. Would you like something to drink, tea or coffee?
M: Yes, please. A cup of coffee would be great.

F: Would you like it with milk and sugar?

M: No, black for me, please.

Task Two . Small talk

Small tﬁl]gone — journey

F: Did you have a good journey? (How was your flight?)
M. It was fine (easy/very smooth/bad/not too bad/terrible).
F: Did you have (1) any trouble finding us?

M: No, it was quite easy. I took a taxi.

Small talk two — hotel

Have you found somewhere to stay?

: Yes, I'm (2) staying at the Radisson Hotel.
How’s the hotel?

: It’s very comfortable (convenient/excellent/noisy/a bit dirty).
Have you got a room (3) with a view?

: Unfortunately not. All I can see is a big factory.

sHmg ™
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Small Ealk three — weather

F. Well, that’s too bad. How do you find (like) the weather here? (What do you think |
of the weather here?) , l

M: It’s lovely (bakingly hot/a bit chilly/damp/freezing/pretty wet). ;

F: How was the weather (4) back home? . [

M: It was bitingly cold.

Small talk four — hometown

F: Oh, really. Whereabouts do you come from in the UK?
M: I live in London, but I was brought up in Manchester. :

Task Three : Business talk

Getting down to business

F: OK. Let’s get down to business. (Shall we get down to business?)
M: Yes, I’'m looking forward to it. (Yes, please.)

Prg—closing the business talk

F: (1) Your proposal sounds very interesting, but we have to think
about it before we give you (2) a firm reply. So I think we have
covered every point. (I think that covers everything.)

: I think so. (Yes, I agree.)

OK. Shall we (3) go over what we've discussed today?

: Yes, please.

3L

Task Four ;. Closing the talk

Thanking the visitor

F: Thank you for taking the time to visit us. I really (1) appreciate your help.
' M: It’s my pleasure. Actually, I enjoy visiting your company.
Looking forward

F. So it was (2) a pleasure to meet you. I look forward to
seeing you again.

: Likewise (Me, too).

Have a nice day/weekend/journey/holiday.

: Thanks. You, too.

ying goodbye

PRS-

F: Goodbye (Take care/ Cﬁeers/ See you soon) .
M: Goodbye (Speak to you soon).

Be 1 5



