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Unit 1

Meeting People in Business
Situations
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TR Part Greeting People in Business Situations

Greeting different people in different kinds of business situations in a
proper way will play an important role in establishing positive relationship
with your colleagues, your bosses, your business partners and your potential
clients. Clear voice, tidy dressing, sincere smile, and respectful gestures
will always be the correct choice. However, the most important thing is to
know many “when”s, “where”s and “what”s when you face different
people at different situations.
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1. Discuss the following questions.

(1) Have you ever been in some sort of business situation? If so, try to describe it to
your classmates.

(2) What are the differences between meeting people in a business situation and
meeting them in a common daily situation?

(3) What would people usually say
when they greet others in business
situations?

(4) What do the “when”s, “where”s and
“what”s mean in the introduction?

2. Add more business situations you can think of.

D> meeting at the airport

D> meeting at the office

[> meeting at a conference
D> meeting at a trade fair

P> meeting before a banquet
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- % Some expressions used during the first meeting in business situations:

= I don’t think we’ve been introduced. Are you ... 7

! * Sorry to interrupt. Maybe I should come over and introduce myself.

. * This is ... He is the replacement for ...

- * [ am currently working on ...

+ = Here is my business card.

- * Let me show you around a little bit and
introduce more of my friends to you.

. * | hope you like your room. My boss will be
picking you up at 6.00 pm for the banquet.

t *x It has really been interesting to talk to you. I
hope we will have other opportunities to

discuss this matter.

*

I'll try to contact you one of these days.

s .  Part [|  First Impressions

peburegi=s

Most people agree that the first impressions that a person makes upon
others in business situations will affect their relationships for further
cooperation a great deal. First impressions are established not merely by
words you speak, but also by how you dress yourself, by your “air ” when
you speak, by your personality ... in a word, by everything shown through
your behaviors. In order to make a positive impression, you need to study
carefully and prepare fully to finally gain the respect from your new clients,
your new bosses or your new colleagues.
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1. Draw some facial expressions in the following frames and let your partner
guess what their meanings are.

2. Take out your mobile phone and take close-up pictures of the classmates
around you. Then show them to your partner and explain what the
expressions mean and whether you like them or not and why.

3. Choose one of the following impressions and explain to the whole class in
what ways people can give this impression to others when they first meet
people at business situations.

elegant respectful honest efficient open..
untidy dishonest unfriendly shy ... F 4!

- v Some expressions of different impressions
' you may use when you first meet others at
a business situation:
* Do you need any help or information?
(helpful)
* My name is .. What is your name?
(direct and efficient)

* Glad to meet you. (formal)
* Are you working with ... 7 (direct and open)
* You must be ... 7 ( show your interest in others)

- * I’ve been anxious to meet you! (respectful)

4
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*

I think you are the boss of the shop ... ?(too casual)

* Hmm ... It’s been a long day ... (casual and friendly)

*

What are you eating? (direct and open)

*

May I have a bottle of Coke? It’s very kind of you ... (friendly and casual)

*

You look very experienced ... How long have you been working here? (direct

and open)

+ * I am a businessman. Tell me, what do you do? (direct, open and casual)

% In order to give a good first impression, you also need to:
~ * Stand up when you are formally greeting to someone.

- * Smile and make eye contact.

. * Pay attention to names when you meet people.

- * Understand the purpose of the introduction.

* Use the phrases such as “May I present ...”
“I’d like to introduce ...” or “Have you met ...”

- * The person with the most seniority is usually
given deference and is named first in an
introduction.

* When introducing two parties to each other,

. try to find some common subjects for them.

- * Avoid the topics of religion, politics, divorce

or sexual orientation during the first meeting.

o)
Class work: a game.

Normally at the very first class of the oral English course, students do not know
each other well. Here is a game that gives you the chance to get better acquainted.
Crumple a piece of paper into a small ball. Turn your back to the whole class.
Without looking back, throw the paper ball over your shoulder in whatever direction
you wish. The student who is hit by the paper ball will stand up and introduce himself
or herself to the whole class. Then he or she can continue to throw the paper ball to

others.
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mes - Part [ Body Languages

It is said that body languages are the quiet, secret and most powerful
languages because, according to some studies, your words count for only
7% of the messages you want to convey. 55% of the communication
between people is based on what people see from others and 38% of the
communication is transmitted through one’s tone of voice. Though in some
cases, people from different countries may interpret body languages
differently, welcoming and friendly qualities do flow out naturally and
unconsciously if one holds them in one’s heart.
posture
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Here are some interpretations of body languages that researchers have found
partially correct. Do you agree?

—If people stand up and keep their feet shoulder length apart, they
are welcoming you sincerely.

—If people only turn around at the hips to say hello, they are probably
very busy or in a bad mood.

—If a person’s feet go from being together to being spread apart, it
could be a sign that he is unhappy.

—When teenagers sit splayed out on a chair or bench, it might mean
they want to dominate the territory and show disrespect or
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indifference to those in authority.

—In business situations, if someone takes large steps, he is likely very
confident about what is being discussed.

—If you want to establish a closer relationship with someone you are
talking to, touch him/her on the one arm once or twice (just be
careful that your touch is welcome) .

B ool T Yoo
Exe rcises“é
va'\—x

1. Try to express the following with only body languages to your partner.
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P> Our factory produces the best quality products in our country. ;
[> This conference room is reserved.

D> Your flight is delayed!

[> The price of this product you quoted is too high.
P> Your visa has expired.

D> I don’t like the tie you are wearing today. It is too colorful. e

5

e e e - 3 v ~ ~_ ESal o

2. You and your partner are given some time to create a short body-language
story. Show the story to your classmates and let them guess what the story is
about. If they guess wrong, explain what has actually happened in the story.

uwss - Required Homework

Individual work.
Step 1: Think of 2 people you want to know and make friends with. Think
of the reasons of getting know him/her.
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your tutor the girl selling milk-tea
the librarian your teacher

the dorm keeper the cook in the restaurant
your foreign teacher your new classmate

the head of a students’ club

Step 2: Think of a good time to introduce yourself to him/her.

Step 3. Think of the start of the dialogue. Think of the difficulties you
might encounter and the possible ways to overcome them.

Step 4. Go to him/her and try to start your conversation with him/her.
Step 5: Take a camera or a mobile phone with you if you want. If the
conversation goes well, ask for permission to take a picture of him/her or
to make a recording/shooting of your dialogue.

Step 6. Bring the picture or the recording or the video clip to the class next
week.
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Role-Playing Meeting People
in Business Situations
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mas - Pre-Class Exercises

Ask the students to share the pictures, the audio recordings or the
video clips that they made with their friends last week.

- Single Role-Playing

Step 1. Each student randomly chooses a role from the left column and a
scenario from the right column.

Step 2: Each student is given 2 minutes to think of what he/she would say to
himself/herself under the situation in the right column. Here is an example
of such a monologue from a new clerk returned to her room after her first
day of work.
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Step 3: Invite a partner to prepare to grade the play according to the
following evaluation chart.

Long | Related to the role Loud
_ Understandable?| Clear? Total
enough? | and the scenario? enough? |
‘ (30%) (20%) score
(20%) (20%) (10%)

Step 4. Perform the monologue in front of the classmates. The monologue
should last at least 1 minute.

Step 5: Welcome comments from the teacher, the classmates and his/her
partner.

Step 6: If a student’s monologue is too short, ask him or her to add more
details and try again.
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