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Self-introduction by Robert

Hi, I'm Robert, a graduate from a vocational college,
working in a company with 200 members of staff for two
years and living a happy life. But I didn’t study English hard
and didn’t pay attention to train myself in communication
either because I didn’t think English arid communication
were important in my future work. Then working in a com-
pany, I encountered difficulties and missed good opportuni-
ties many times because of my low competency in Englisl;
and communication. So I started to study English combining
with communication skills very hard in my spare time and got
a good result. Now situations are much better for me; [ have
already been abroad several times; my salary has been im-
proved. What’s more, I’m liked both by my colleagues and
boss and I’m getting along well with my work.

I’m very glad to be here to tell you the following eight
typical topics about my experiences in a workplace, which

will benefit you, I hope.
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BEEMTHOIEERL, ZBHMMEERE RS, ABSNEETE
Re7RADISAHBAHEREIN, HENERE. BHEBESFEINER
RERL 9 —iF, BIEFFERIEEANMAED, NIEFFETIREEE
FEEEENKRGFIREES .

EEM HEHBN KAUHEBR: Communicating with Colleagues GHiBREIH) .
Expressing Your Opinions (XF&E ) . Putting Forward Suggestions (12 4i¢
)+ Negotiation (B % HFS;) . Communicating in a Meeting GHBLEK) .,
Work Reporting GCH TE) . Dealing with Conflict (RbIRIHZE) | Assigning
Work (T & TE) . BMEREFLRIZ T Learning Outcomes ((ER¥ B
¥R) .+ Key Sentence Patterns (53958 $AEHRXAMEERIE) . Robert’s Intro-
duction (BB FIFHR) , REFADBSREHITHE.
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RIEFETURAE " FHRE=2HER, NEFTVFENE—FHER, eyt
STREREMRIIBENNALSS.
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—REFKIRER, HBIEZINN XML UEEREI A& Robert(B1AH) 5
If, EFRNEENERNEFZHRINEMAERZNER, B58 MERARE
HERGEZLSHTNARB T EHR. BIDENEXRERBEXNTIES, MERFHELR
KA—RBRZAFENLIAERNATL. AL, ZEMNFEIRXNAETR, KB Robert
AMEACHER, ARBENEVABRE, MMEMBHEIBMN, REFEIE.

“REUBRIZARRBEHNIEE, REFFEFINZAM. BVPH 8 MERIERRR
MALITELTXY 200 ZREWIEFH, FE5EXEWAR—EIT. FHIERORERN
B, XEEEREASINRG, FERIRTUEEATRS.

RS ROENFEYE, REFIENSERRM. KBHHEER T ERIERM
HmSES, BMELEIBMIERIEEL. WLNA X, WA EMMERNER, BE
FEFORIE, BHFZENRAMREREN, BRHFESSHEZNRRM.

MZESHNRGEBEZRBES, TEARRGL, IMEQRNER. 5E—HR
EEMSEEIEEML, ZBMNIERRERS K, AFZNEETEBRERT AR
HABNEARIR. REMKE. FREEFSEIMIBRERA—F, BREFRFEN
RIBGENAEN, XBEFFPENRGIBREE, FREERKRRGPRTER.

CHRIGHEREY &5
HF 8 MMEHR: Communicating with Colleagues(;3i&[1ZE). Expressing Your
Opinions(%& #&&E )« Putting Forward Suggestions(32 1% =) . Negotiation (/i
£). Communicating in a Meeting(;4i £ %) . Work Reporting(SC#2 T.E). Dealing
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with Conflict(4 ¥4 58) . Assigning Work(fFB T 1E), S8 TRREFARINRT
Learning Outcomes(##k% 3] BExr) . Key Sentence Patterns( 5348 FKREfEX N EE
#IK). Robert’s Introduction(B{HIFNFIHA), RESFIE 6 4 Section, F ik
K 6 /> Section EEABA:

Section 1 Brainstorming: Z# 4 ZIEREFA, FESIIZARRAIER, BB
EEHTRE. BEEE. NANIE. RREDELRREFER, Wift—PF I nER
.

Section 2 Situational Dialogues: H 2 P EiZiEHRIE TR MBS NEER,
SHER BRI A BT, 1E24EMHERZE I BRIGEENERIS, FHBEE/NATIE.
HmMIE. . 3. BEFBMERAERINZEBSRAETINEMAE.

Section3 Case Study: Z#SERHIFS, RRFHABERISHESEERREG P
Ao IZEBEXNREONER. OFE, BERGHTHENREER, ZIKE. &
AZOE. RAKEE, HAFERERMAIGEIZHEBRIGNER.

Section 4 Communication Skill Guidelines: %42 2 BERIZE@EEERNIE
B, ARNMERNFESREERES.

Section 5 Communication Story from a Workplace: % BRIz a8 /N
=, HRFENMRANUE.

Section 6 New Words and Expressions: §-/MERI4E AR

CRIZRERIIEY BTN ERIVEARZRATEE. fRFEEXH, TBE. i,
ME=L. BEEZEIEEHR, 25RSER: THE. BN BERL. DE. ®]E.
5. R it HEE. Hih. ERFR. XBE. BRE. FT28E. £N\R.#
BE. FTH. 2. 2ME, BIMEETE Damian Peter Dickson E{EE S B0,

ERBEEERERNTHFZSPE. XENMBERRFE, S2TH. 2RMELS
F. TRMOBFHRAZNRF, El—FBH.

CBUZRIBIIEY BN ERRT EZNARER LHERENFER, BREFERE
Z &, BB RIREHIHEIE.
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Learning Outcomes

After completing this unit, you will be able to:

1. introduce yourself briefly in English in different situations;

2. master some important language patterns used in workplace communication;
3. improve your listening and speaking ability in workplace communication;

4. learn some basic skills in communication.

Key Sentence Patterns

1. I am happy to introduce myself...

2.1 would like to introduce you to...

3. Itis a great honor/pleasure to meet you here...
4. I’ve been wanting to meet you for some time.
5. I major in.../My major is.../My specialty is...
6. Allow me to introduce.../Let me introduce...
7. Welcome aboard.

8. It’s a privilege to know you.

When I started working in a company at very beginning, I experienced communicating with

| new colleagues and a case of failed communication. I realized how important it is to improve ‘

. communication skills in a workplace.
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Module One

Communicating with Colleagues

| to run for the president of

Stu

. In-&éduce yourself if you
| were in a sales job interview
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Robert:
Mrs. Woods:
Robert:
Mrs. Woods:

Robert:

Mrs. Woods:

Robert:

Mrs. Woods:

Robert:
Mrs Woods:

Robert:
Mrs Woods:

DCPE R ¥ 3 B R &

Good morning, Mrs. Woods. I'm the new Sales Assistant.

Morning, Robert. You’re 30 minutes early.

I don’t want to make a bad impression.

Come on over. This is your desk, and this is your time card. Remember to
c‘lock in and out before and after you work.

1 will.

One important point, try to keep your desk clean and neat. It’s the rule.
There’s no exception, even the art designers have to do this.

OK, I’ll keep that in mind... Does everything on this desk belong to me?

Not belong. You can use them as long as you work here. If you leave, you
need to return them to the company. ‘

Can I make personal phone calls during office hours?

Of course you can. Everyone has his personal matters to deal with more or
less, but don’t chat over the phone. What’s more, don’t let it hinder yom' work
and the company’s business.

I understand.

When you settle in, I'll show you around and introduce you to some of the

new colleagues. By the way, you may call me Julia.

F B IANFRFIEGERIOOO
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Activity 1 Talk Aloud

Work in groups and fill in the blanks with your group discussion.

What does Robert know about | What «ise do you think he needs to know on the
the new job in the dialogue? ‘ first day?

Activity 2 Listen Attentively
Listen to the dialogue and fill in the blanks with the words you hear.

1. I don’t want to

2. Remember to before and after you work.

3. Try to keep your desk

4. There’s , even the art designers have to do this.

5. If you leave, you need to to the company.

6. Every one has to deal with more or less.

7. Don’t let it and the company’s business.

8. When you settle in, I’ll and introduce you to some of the new colleagues.

Activity 3 Act Out

Work in pairs and act out the dialogue. You may also make your own dialogue talking about the

first day at work.

Activity 4 Self-assessment
I have learned from this part:
1.
2

OOCEnglish for Workplace Communication j




Jack: Good morning, Jane. I'd like you to meet Robert. He’s our new Sales Assistant.
Robert, Jane is our Personnel Officer.

Jane: (shaking hands with Robert) Hello, it’s a pleasure to meet you, Robert. Welcome
aboard.

Robert: Thank you. I'm glad to meet you, too.

Jack: And this is Fanny. She is part of your team.
Robert:  Hi, Fanny, I’'m very happy to meet you.

Fanny: Hello, Robert, I'm glad to meet you.

Jack: (smiling) Only good things, Robert. Oh, and here

comes Bruce Blakely, the Department Manager.

Bruce:  Hello, you must be Robert. Pleased to meet you.

Robert: It’s an honor to meet you, sir. I'm looking forward to working with you.

Bruce: - From what I've heard, you’re going to fit in just fine. I’ll see you this afternoon to
go over things.

Robert: Fine with me.

Jack: And this is Lois. She’s also part of your team.

Lois: Hello, Robert. It’s good to see you.

Robert: Hello, Lois. The pleasure’s all mine.

Activity 1 Think Aloud
1. What is Bruce’s Job title?

2. How many members of Jack’s team are mentioned in the dialogue? Who are they?

3. What could be the possible things do you think Bruce will talk with Jack this afternoon?

? IR FIAFIOOO




Module One Communicating with Colleagues

Activity 2 Speak Aloud

Sentence patterns Practiced by you
1. I’'m honored to... .

2. I am looking forward to...

3. It is a great pleasure/honor to...

4. T would like to introduce...

o el ] o o

5. Don’t let...

Activity 3 Act Out
Work in groups and act out the dialogue. You may also make your own dialogue talking about

meeting new colleagues.

Activity 4 Self-assessment
I have learned from this part:
I.
2.
3
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