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¢ Career skills
Picking up a client at the airport; planning a business
reception; knowing some intercultural business
reception skills; writing an invitation via email.

¢ Reading
1. Reading for main idea(s)
Skimming/Scanning
Reading for key word spotting
Reading for finding out the cause
Reading for guessing word meaning from context

-l

e Writing
1. General writing: sentence patterns
2. Practical writing: emails

¢ Listening
1. Listening for key words
2. Listening for general information and details
3. Listening for note-taking

e Speaking
1. Making recommendation on what specialty to buy
2. Seeing off a client at the airport

e Language focus

Key words and phrases = s

reception  activity track flight  pick up
entertain available greet plan invite
hospitality spa land serve baggage

dinner specialty recommend see off celebrate

-—Teaching Arrangement —

Warm-up & Unit task ( Text A)
1) Time schedule: 2 periods
2) Suggested lesson structure
Warm-up: 10 — 15 minutes
Text A: 10 —15 minutes
Unit task step 1 (pre-task) :
10 — 15 minutes
Unit task steps 2 — 5 ( while-task ) ;
45 - 60 minutes
Unit task step 6 ( post-task)

Reading (Text B)

1) Time schedule: 1 period

2) Suggested lesson structure
Language points: 20 —25 minutes
Language practice: 20 —25 minutes

Listening

1) Time schedule: 1 period

2) Suggested lesson structure
Listening exercise 1:10 minutes
Listening exercise 2 :10 minutes
Listening exercise 3 ;10 minutes
Listening exercise 4 ;15 minutes

Speaking & Writing

1) Time schedule: 1 period

2) Suggested lesson structure
Speaking: 20 —25 minutes
Writing: 20 minutes




Unit 1 Reception

®

s Expressions Pool - If you are going to entertain your clients during the business

: P - Wy going )

’ Activity names ; . reception, what recreational activities would you like to choose?
hiking, karaoke, Beijing | Please match the activities with their pictures respectively. What

Warm-up

opera, tea drinking, | would you add?
foot massage, tennis,
golf ... i Target.

Ss understand the meaning of each picture and brainstorm the suitable recreational
activities during a business reception.

Guidance .

® Ss read Warm-up 1.

® Ask Ss to match the names of different activities with their pictures.
® Invite 1 —2 Ss to present their answers.

® Ask Ss to read the sample.

® Ask 2 —3 Ss to express their ideas according to the sample.

® Ask 2 —3 Ss to add some suitable activities during business reception.

Key

1. hiking H 2. Beijing opera A
3. karaoke G 4. flying kites B
5. tea drinking D 6. rock climbing I
7. foot massage F 8. tennis E

9. golf C

e | would like to choose Beijing opera, because it shows Chinese culture.
® | would not like to choose rock climbing, because it is too dangerous.
® | would like to add badminton, table-tennis, traveling in or around the

city, dinner . ..

Background Information .

e What is business reception? ey

A business reception means the first step to impress your client. A
good reception can help the following negotiation and the following deals.
Reception includes meeting clients at the airport, reserving hotel rooms for
clients, planning recreational activities to entertain clients and hosting a
dinner for clients, etc.

Try the following quiz so that you know whether you are good at
intercultural business reception skills. Choose the right country for
each question.

Target .
Ss can know whether they are good at intercultural business reception skills. Ss



can learn some skills which may help their career.

Guidance

® Ss read Warm-up 2.

® Ask Ss to do a pair work. Try the quiz and check the score for their partner.
® Invite a student to present his/her partner’s result.

® The teacher may help to explain some difficult language points.

Unit task

Read Text A and practice a series of real tasks of reception
supposing that you are a clerk in a company and you are going to
impress your client during the business reception.

Task Map( 2% S#i)

RIS, AFEGRERE P HFHRNEFEENEENR N, B5
B —RINVNES , bl % P BIEE PR E BIEE P SR
EBh5F. FIoF AR AT A KRB M 3EE OE T H . EIES LR
B

R I B R A R R 55 B T R S AR 55 AT B S IR 8 e AL 1
ST SE B, DU 2 A SR AL AR A2 I AR R 5 [ A4 RE D

RIS 50 6 NI, E— BB A B A VR B B2 T s WA
BERY IR AL B IR R AR R 5 P B BT S5 AN B R R
By, BB SRR, IC R & P BEMR B, 44 % AR R 3k AL B LAY
B =PRI, LA 7 HR 5 8] B3R 1 3 11 Sk V8 7 14 B 4 e
EAER PG B USR5 AR By, RIS R, 2 A
ERENGERE 7B NP RO S ARG 6, SR, e ek
N T SRR R P B B AN S REFE ST, A il E
TR Sk , BRI R 55 Bl (045 UL 55 i A B BRI AT B T MR
M%7 MEBIE T —ME SRR RE PB4,

A< BATTAE 55 1 2 HE R B E Shad BIUT R AR, B — 115 MG s
TR o

Process Break-down
Pre-task:
Step 1 A: Jigsaw reading let Ss share the tips for business reception.
B: Ss need to rank the steps of picking a client up at the airport.

While-task ;
Step 2 A Ss read the email from a client and sort out the flight information.
B: Ss reply the email in order to inform the client that he or she is going
to pick him up at the airport.
Step 3 Ss orally introduce how to track flight information according to Article 1.
Step 4 Ss role-play of meeting at the airport and on the way to the hotel.

Unit 1 Reception

e Expressions Pool -

| Sentence pattern; I will !

choose ... because it |
is ..../I would not
like to . .. because it is



Unit 1 Reception
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Greetings and small talks should be included.

Step 5 Ss work out a reception plan for the client: Give reasons for the
arrangements. Role-play of inviting the client to take part in a certain
entertaining activity.

Post-task :
Step 6 Ask Ss to discuss questions and make a short play after class concerning
the topic of reception.

Step 1

Read the articles and get background information for the following
real tasks.

A

Work in groups of three. You are each going fo read an article. Tell your group
members the main idea of what you have read and fry to help Eric fo list some key
words.

W BINE R,

© PRME 2 AR PR B SN R SR A

ko

® R4 AN B BRIESZREN
BN OR T B ST LR AR S5 1R

HEIS IR

Target .
Know some tips for business reception.

Guidance
® Divide the whole class into groups of 3 students.
® Each student in each group is going to read an article.

——— Expressions Pool - ;

. The main idea of
Article . .. is that . ...
. The key words can be
listed like this . . ..

. I think the reasonable
order is ... according
to the article I have just
read.

. Words and expressions
track, pick up, entertain,
flight, baggage claim,
recreational acitivity . . .

® Tell their group members the main idea of what he or she has read and try to
help Eric to list some key words.

® By finishing this step, Ss will have mastered the main steps or tips of tracking
flight information, picking up clients at the airport and entertaining clients.

® During this step, Ss can also master retelling the main idea of an article. Also,
they learn how to work in a team efficiently.

® Invite one group of Ss to present the answers.

® Teacher can do a little explanation afterwards.

Key

® Article 1: flight information, track, airport name, flight number, route,
enter, click, alert .. ’ .
~ ® Article 2; pick up, when, airline, flight number, baggage claim, check,
location, vehicle, greet ... ‘
® Article 3: entertain, feed, recreational event, show around the city,

-creative ways . ..

B

Rank the following steps when Eric is going fo pick his client up at the airport.

Target .
Know the tips for picking up a client at the airport quickly.



Guidance

® Ss scan Article 2.

Rank the steps into a reasonable order according to the article.
Invite 1 —2 Ss to present the answer.

Teacher can do a little explanation afterwards.

The reasonable order should be;: CFBD A E

Step 2
Read the email and reply it.

A

Read an email and sort out information.

Target .
Understand a typical email from a potential client.

Guidance :

® Ss are supposed to be Eric. Eric gets an email from his potential client. The
client is planning to visit Eric’s company and try to make a deal.

® Ss read the email.

® Ss sort out the flight information.

® Invite 1 —2 Ss to present their answers.

Key

Client’s name Smith Park

Flight number AAT951

Airline American Airline
Departure date June 22

Arrival time 10:30 a. m. June 24

B
Reply the email in order fo inform the guest that you are going to pick him up at the
airport.

Target.
Know how to reply an email to the client and inform that you would like to pick
him up at the airport.

Guidance;

® Ss are supposed to be. Eric. They are supposed to give their reply ASAP,
telling Mr. Park that they will be available to pick him up at the airport.

® Ss can follow some instructions from Article 2.

® Give Ss 5 minutes to write.

® Invite 1 —2 Ss to read their emails.

Unit 1 Reception
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Minefield

o HREEAE A Bk A AR BN R T

ERERr

o PR/ email MR
© RPN 2 A 5 45 2 P ] B A 2

K AL

© IR A LTRSS IR IO R — iE
BB EN SR EEER
BEIL,

o ALY ABEEEIES ARN A
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Expressions Pool -,

. Email includes the

sender, the recipient,
the subject, the con-
tent, and the ending.

. It’s a great honor to get

your email and we are
looking  forward to

your Visit.

. I am available to meet

you at the airport.

. It’s my pleasure to meet

you at the airport at the
baggage claim area.

. I really appreciate a lot

that you emailed me to
mform me the flight in-
formation.

. I would like to reserve

a hotel room for you.

. If you have any re-

quest, please do not
hesitate to tell me via
email or phone.

It is sunny/in rainy
season/very warm/a

bit chilly.

9. Best regards.
10. Yours sincerely . . .



u Unit 1 Reception
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- Expressions Pool -
] 1. i

2.

Hi, could you
please do me a favor?
My client is coming.
You know, it is my
first time to pick up
clients at the airport on
my own. I am a bit
worried.

GCould you please give
me some tips? Any
good suggestions?
What'’s up?

Don’t worry. It’s a
snack. I can show you
a useful website. You
can have a try.

® Teacher may point out some mistakes.

Reference .
From: |ericlee@ hotmail. com ]
To: [smithpark@ hotmail. com |

Subject: [Welcome |
Date: June 16, 2010

Attachment:

Dear Mr. Park,
It’s a great honor to get your email and we ére looking forward to your

visit. We are glad to know you are interested in our product. During your stay
in China, we would show you around our company and plant.

I really appreciate a lot you emailed me to inform me the flight
information. I am available to meet you at the airport at the baggage claim
area. And I would like to reserve the hotel room for you. If you have any
request for the hotel room, please do not hesitate to tell me via email or phone.

We are looking forward to your coming.

Best regards,
Yours sincerely,
Eric Lee

Step 3

Demonstrate how to track the flight information online.

Target .
Introduce how to use a certain website to track flight information orally.

Guidance .

® Suppose the client is coming. Eric is worried and asks for help.

® Eric is asking his colleague to explain to him how to track the flight information
online.

Suppose Ss are Eric’s colleague.

Ss are going to explain orally and show it online.

Ss need to scan Article 1 once again.

Ss had better work in pairs.

Teacher should guide Ss to use the suggested expressions.

1 —2 pairs can be invited to present their dialogue.

Reference .

A: Hi, Sarah, could you please do me a favor?

B: What’s up, Eric?

A: You know, my first client is coming to visit our company. I have no
experience picking clients up at the airport. What am I going to do? I mean I
may miss him or be late if I can not track the flight information.

: You would like to track the flight information, right?

: Exactly.

: Don’t worry, Eric. I can show you a useful website.

: Thanks. If you can demonstrate it to me, that would be a big favor.

> W > w



B: All right. Come here. I can show you. Step 1, log onto the Internet and
search for flightstats. com.

A I can take notes.

B: Step 2, enter the flight details for the airline you wish to track. You can
choose to enter the flight number, to and from airport names or a flight route.
Step 3, enter the flight date and choose on arrival and click on the Search
button. Step 4, review the flight status results. Here arrival information such
as; airport name, actual time of departure, gate used, and any reported
delays are included. That’s all.

A It is really useful. Thanks a lot.

B: Not a big deal. Good luck, Eric.

A . Thanks.

Step4

Role-play of meeting at the airport and on the way to the hotel.

Target .
Know how to greet a client and have small talks with a client.

Guidance

® Ss read the direction and try to understand the situation and role cards.
® Ss work in pairs.

® According to the role cards and situation, Ss can make a dialogue.

® Teacher should guide Ss to use the suggested expressions.

® | —2 pairs can be invited to present their dialogues.

Reference
A: Ah, Mr. Park, glad to meet you, I'm Eric Lee from ABC Textile Foreign
Trade Company.

B: Glad to meet you too, Eric. It’s very kind of you to meet me at the airport.

A: How was your flight, Mr. Park?

B: The flight was smooth and the service was satisfactory.

A: I'm glad to hear that. I hope you’ll have a pleasant stay in China.

B: I'm sure I will.

A Is this all your baggage?

B: Yes, it’s all here.

A Let me take this traveling bag for you if you do not mind.

B: Oh, please and thank you.

A: Let’s go. This way, please. Our van is at the parking lot.

B. Okay.

A: Mr. Park, I have booked the hotel room for you. Shall we go to the hotel
now or would you like to have something to eat?

B: I am fine now. I had some snacks on the plane. I think we can go to the
hotel.

A. I see.

A: How do you like the weather here?

B: It is not bad.

A: Mr. Park, what do you like to do in your spare time?

B: I like doing some sports. Golf is my favorite.

A That’s great. Shanghai has some good golf courses. It will be our honor to

Unit 1 Reception

— Expressions Pool - ;

6. Step 1, Step 2, Step

<

7. Log onto the Internet
and search for. . .

8. Enter the flight
details. . .

9. Click on the
button.

10. You’re welcome. If
you have any
question, I can give
you a hand.
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------------ Expressions Pool -

1. Glad to meet you.

2. How was your journey?

3. I have booked a hotel
room for you.

4. How do you like the
weather here?

5. What would you like to
do in your spare time?

6. It’s so kind of you to
come to meet me.

7. Can you tell me about
any interesting places to
visit?

8. I'd like to have a nap if
you do not mind. i

9. Thanks for your hospitality. |




