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Introduction
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Introduction to the course

Learners of Business English often feel their language and skills are most
exposed in social situations. Whether they are hosts, guests or just
colleagues meeting after work, they will be able to communicate more
effectively if they feel at ease. They need to be able to relax when using
English, and to acquire the necessary language and communication skills
to express their thoughts and feelings appropriately.

Effective Socializing is a practical and accessible course specifically designed
to equip learners with these essential skills. It is divided into eight units
which deal progressively with key aspects of socializing from first
introductions and conversation-building, through to developing contacts
and farewells. The course aims to build competence in a variety of
contexts, so that by the end of their period of study learners will have
confidence in their ability to handle most social situations.

Course components

The course consists of four components: a VCD, a Student’s Book, an
audio cassette and a Teacher’s Book.

The VCD The VCD is the central component of the course. It contains
approximately 25 minutes of sample social situations. Based around the
story of two foreign visitors to Britain, it illustrates the key social situations
they encounter: first contacts, getting to know each other, making
arrangements, dining out, after work drinks and final farewells. The VCD
acts as a focus for all the activities contained in the Student’s Book.

The Student’s Book The book consists of eight units which correspond to those in the VCD.
Each unit is divided into three sections: Communication skills, Language
knowledge and Socializing practice.

The Communication skills section identifies and practises key socializing
skills which are illustrated on the VCD, and aims to involve the learner in a
process of feedback, evaluation and development. The Language
knowledge section, supported by the audio cassette, focuses on and
expands the learner’s knowledge in key functional and lexical areas. It also
deals with the impact of culture on social interaction by looking at areas
such as physical contact, ways of addressing people and time.

2 INTRODUCTION



The Audio Cassette

The Teacher’s Book

Communication skills

Language knowledge

The Socializing practice section gives the learner the opportunity to put
both communication skills and language knowledge into practice using a
variety of role-plays and simulations.

This consists of extracts from additional social situations and forms the

basis of listening activities in the Language knowledge section of the
Student’s Book.

This book provides an introduction to the course from the teacher’s point
of view. It is intended as a guide to help the teacher to handle the different
components of the course most effectively. It offers suggestions for further
exploitation in the classroom and self-study time, and contains extra,
photocopiable materials for socializing practice.

The approach

In each unit, Effective Socializing first illustrates a poor model of behaviour
in a social setting in order to demonstrate what can go wrong (Version 1).
Often the responsibility for things going badly is shared between both host
and guest. The course then moves on to look at a good model in which the
speakers communicate successfully (Version 2). The VCD is essential as
the starting point for each unit.

The approach is designed to develop learners’ abilities in two main areas:

The course develops the key skills of communicating positively and
appropriately in social situations. It seeks to build the learners’ confidence
in their ability to deal with these situations. Skills such as handling visitors,
building relationships, developing conversations, and responding
positively are demonstrated on the VCD. These are then analysed and
practised with the support of the Student’s Book.

Language areas such as introductions, offers, small talk and asking and
responding to questions are presented and practised in the Student’s Book.
Additional exercises seek to develop the learners’ vocabulary around a
range of topics for social conversation. The audio cassette is used to further
illustrate and practise these areas. At the end of this section there is a short
text dealing with the impact of culture on social interaction: these texts are
intended as a basis for discussion and the development of cultural
awareness.

INTRODUCTION 3



In the classroom

Self-study

4

INTRODUCTION

Using the course

All parts of the course are designed to work either as classroom material or
for self-study.

Each unit takes the learner through the objectives in the areas of
Communication skills, Language knowledge and Socializing practice. There
is an introduction designed to make the learners reflect on their own
experiences, and to anticipate the focus of the material which follows.
Depending on the needs of the group or the amount of time available, the
course can either be followed from start to finish, or learners can
concentrate on selected units. The Socializing practice activities in the
Student’s Book provide relevant, context-based practice of the key aspects
of the unit. These activities are designed for either pairs or small groups.
Wherever possible, they should be recorded on audio cassette to enable
both teacher and learners to analyse and correct the learner’s performance
when the tape is played back.

The VCD-based activities focusing on communication skills have been
developed with the classroom in mind. However, most of the questions
have answers in the Answer key, and individuals can use the VCD on a
self-access basis. The Language knowledge section can certainly be usefully
followed as self-study. The Socializing practice section necessarily involves

pair or group work, although preparation for these activities could also be
done during self-study time.
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Who'’s who in
Effective Socializing

Effective Socializingillustrates a series of encounters between two foreign
visitors and members of the Marketing Department of Tectron UK.
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The company

The guests

Tectron UK is a British-owned
engineering company which

- produces sophisticated
computer applications for the
manufacturing sector. Its

headquarters are in Harlow, to

the north-east of London. It
has subsidiaries in France,

Spain and Ireland, and a large

research and development
centre in Copenhagen it

currently employs a total of
950 people worldwme and

there are plans to expand into

Latin America and ‘south East
.Asna In the near fu‘ : ré

‘Maria de Mlgdét '

Maria is a management trainee

‘ department and will be working

quite closely with Paula.

Jens Foss

Jens is an engineer from
Tectron’s Danish subsidiary in
Copenhagen. He is visiting
Tectron UK for a few days
acting as a consultant. He is in
his late thirties, and has two
young children.

The hosts

Peter

Peter is the Marketing
Manager of Tectron UK. He is
‘aged about fifty-five, andisa
little formal in his sty)e of
communication. He is married
to Daphne. They have a son
and a daughter, both in their
twenties.

PaulaField
Paula is a Marketing Assistant

- who reports to Peter

~ 0’Donnell. She is about thirty
years old. She is usually quite
informal and friendly, although
she can sometimes come
across as rather officious and
abrupt.

Daphne O'Donnell

Daphne is in her early fifties.
She has her own career, but
often has to help entertain her
husband Peter’'s customers
and colleagues.

WHO’S WHO
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Pre-viewing

Viewing -

6 UNIT ONE

Communication skills

What do you do and say when you1 meet someone for the first time? How
important are the first two or three minutes of these opening contacts?

Read the VCD Socializing Context.

O 3 Waich Version 1 with the sound down. What do you notice about the
behaviour.of the three characters? What sort of welcome does Maria get?

4

5

Watch Version 1 with the sound up. What does Maria expect to happen?
How do you think Peter handles this first contact with Maria?

Watch Version 2 with the sound down. What differences are there in the
behaviour of the three characters?



Post-viewing

6 Now watch Version 2 with the sound up. List the things Peter does more

effectively. How do you think Maria will feel after this first contact with
Peter and Paula?

Listen to a number of people talking about first meetings in their country.
Make notes under the headings below:

Extract importanceof physical names opening
socializing contact smal] talk

one

two

three

four

Discuss the above aspects of first meetings. Which countries do you think
the people come from? How do people behave in this situation in your
country? ‘

Language knowledge

PETER ‘Hello, you must be Maria.

I’m Peter O’Donnell. Welcome to
Tectron UK.

MaRIA ‘Thank you. It’s good to be here.’

Listen to these extracts from first meetings. For each extract, decide
whether it is formal or informal, and business or pleasure.

Extract formal/informal business / pleasure

one

two

three

four

FIRST CONTACT 7
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2o ... Welcoming visitors

Welcoming

Welcometo. . .

It’s a (great) pleasure to welcome you to. .. (F)
On behalf of . . . I'd like to welcome you to . . . (F)

Introducing yourself

Myname’s...I'm. .. (job/ position)
Let me introduce myself. I'm . . .

How do you do. My name’s . . . (F)

We haven't met. I'm . ..

Introducing someone else

I'd like to introduce you to . . . (F)
Have youmet...?
oo thisis. ..

Small talk topics

Travel

How was your trip?
Did you have any trouble finding us?

It was fine / very smooth / easy.

It was a bit delayed. / The traffic was terrible. /
It was a bit rough.

I missed my connection. / The plane was late.
There were no problems.

Accommodation

How’s your hotel?
Iseverything all right?

It’s very comfortable / convenient / luxurious.
The service is excellent.

It’s rather noisy / dirty.

The service is rather slow.

The rooms are a bit cramped.

=]

Responding to introductions

How do you do. My name’s.. . . (F)
Nice to meet you. Mine’s. ..

Offering

Let me get you a coffee.
Would you like a coffee?
Let me take your coat.

NOTE

The expressions marked (F) are used in more formal
situations. When welcoming visitors, the level of formality
will depend mostly on the culture of the country you live in,
and also on the type of organization you work for. In the UK,

it is becoming more usual to adopt a more informal style of
communication.

L L

Weather

How do you find the weather here?
What was it like when you left?

It’s lovely / sunny / warm.
It was dismal / cloudy / cold / damp / wet / stormy /
windy.

NOTE
We often modify our negative remarks by using words like
a little, a bit or rather. When we insert these wo'ds, our

remarks are softened. They become less direct and sound
more natural.

FA. 2 Listen to these five introductions. How do you think they continued?
Choose from the responses below.

a Nice to meet you, I'm Sarah Sarandon, Vice-President, Marketing.
b Thank you. It’s a pleasure to be here.

¢ Not really. I guess we've never met. My name’s John Dunn.

d How do you do. I'm Tania Philips.

e No, I haven’t. Why don’t you introduce me?

8 UNIT ONE



3 Make appropriate introductions in the following situations.

a You are at a company party. You see the new head of marketing who you
would like to meet. Introduce yourself.

b You have just arrived at a restaurant. Your partner hasn’t met your
colleagues. Introduce them.

¢ Welcome a new member of staff to your department and then introduce
him / her to your colleagues.

d Atan informal lunch, introduce yourself to the daughter of a colleague.

e Introduce yourself to the new head of your business unit.

4 Match the opening small talk questions about travel, accommodation and
the weather (1-10) with the most appropriate response (a—j). Then listen
to the correct combinations to confirm your answers.

What was the weather like when you left?

How do you find the weather?

I suppose this weather must be a bit of a shock to you.
How was your trip?

Did you have any trouble finding us?

Did you get in on time?

How’s the hotel?

Did you find somewhere to stay?

Have you got a room with a view?

How was the crossing?

Just a little bit late.

Fine. Everything went smoothly, thank you.

Pretty cold. It was only four degrees when I left home.
Not yet. Could you recommend somewhere?

No problems at all. The map you sent me was excellent.
A bit rough but not too bad.

It is a bit. It was below zero back in the States.

Lovely. Sunny skies. Nice and warm.

Unfortunately not. All I can see is the factory opposite.
Very comfortable, thank you.

—
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5 Modify the remarks below to make them softer or less direct.

a It’scold.

b The room’s filthy.

¢ The view’s awful.

d The crossing was rough.

e The traffic was slow.

f The weather’s disappointing.

FIRST CONTACT o



6 Pair work —speeding up your responses
a

Imagine ybu are being met at an airport by Student B. Respond
appropriately to his / her questions and comments.

Imagine yu are meeting Student A off a plane (use his / her real name).
Ask the following questions and make the following comments. Student
A should respond appropriately.

Hello... (his/ her name). 'm ... (your name). Nice to meet you.
Let me take your case.

How was the trip?

Just a moment, I've got to pay for the parking.

So what do you think of our weather?

What was it like in your part of the world?

I thought we’d drive to your hotel first.

We’ve booked you into the Holiday Inn.

I expect you're tired after the journey.

I’ll pick you up in a couple of hours and we’ll go out to dinner.

S VO NAU R WN -

(e 5
Imagine you have just met a new colleague, Student B. You have

accompanied him / her to a party. He /She should respond
appropriately to the following questions.

1 Would you like me to introduce you to some colleagues?

2 Have you met Anna Howard?

3 Let me introduce you to my old friend, Charles Digby. Charles,
thisis...

How was the weather back home?

Where are you staying?

Have you got a reasonable room?

What about your trip?

Did you fly?

Oh look. There’s Kerry Fisher. Would you like me to introduce you
to her?

10 How long are you going to be here for?

O 00NN U

Imagine you are at a party. Student A is looking after you. Respond
appropriately to his / her comments and questions.

10 UNIT ONE



