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Business Social Encounters

SR

J

Learning Focus

® To learn how to introduce yourself and someone else on business occasions.
® To familiarize yourself with some of the etiquettes and expressions of business social
encounters,

® To be able to read and write the letter of congratulations.

1) Listening

Task 1: Listen to the four dialogues and learn how to ask people’s jobs. As you
listen, match up the people’'s names with their positions.

James Bond
Tom Baker
Anita Black
Duke Snow
Sarah Munson
Elizabeth Tailor
Donald King

Steve Smith
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Task 2: Listen to the dialogue and choose the best answer.
1. What is Alison doing in Paris?

A. She is attending a conference. B. She is working there.
C. She is there on business. D. She is there with Richard.
2. Where did Alison and Harry meet?
A. In America. B. In London. C. In Paris. D. In Africa.
3. Harry Smith has some in Paris and London.
A. trading partners B. branches C. good friends D. relatives
4. From the conversation we know that Harry and Richard
A. have met many times B. have never seen each other before
C. once worked in the same office D. were once business partners
5. What does Richard do?
A. He is marketing director B. He is a marketing representative
C. He is a marketing assistant D. He is a marketing executive

Task 3: Listen to the passage and decide whether the following statements are True
or False.

1: The writer of this passage works at the College of Public Speaking.
When you introduce a speaker, your job is to provide an interest in the room.

The job of introducing a speaker is quite easy.

A~ AN A
N NS NS

2;
3.
4 The three words you should get into your introduction are successful, friend,
lucky.

Introducing a speaker is a little bit like a relay race.

o Ol
~

( ) As the introducer, your job is to get enough momentum up by the time
you hand the baton over to the speaker.
Task 4: Listen to the passage. As you listen, fill in the missing words.

How do you greet someone when you first meet them? Do you kiss their cheek,
“airkiss” (kiss the air next to their cheek), hug, squeeze their arm, or shake their hand?
The of greeting is confusing to many British people who, up until recently,
would shake hands in a business context and only kiss friends or relatives.

Social kissing has become more in British business culture over the last few
years, especially between people who already have a business relationship. However, it is
better to give a handshake when you meet someone for the first time. This is

true when you meet people from cultures where social kissing is not generally
practiced.

When you introduce people, you must be who you introduce first. In
“Mr. A, T'd like you to meet Mr. B”, Mr. A has the higher . When you are
introduced to someone, you can use a phrase such as “Pleased to meet you”.
You don’t need to say much at all, unless you are asked a direct question.

If you meet someone at a business , you'll probably spend a couple of

minutes in small talk after you introduce yourselves. The of small talk is often
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related to the situation. For example, if you are both at a business , the topic of
conversation will probably be the conference itself. “Interesting seminars this year” could
be the starting » or “Did you go to the talk by Mr. White?” If you are unsure
about what to say, take your cue from the other person, responding to their questions,

and taking the conversation further.

Activity 1: Work in pairs and learn how to introduce yourself. Use the model and
language box below to strike up a conversation.
Model .

Speaker A . Hello, allowme to introduce mysel f. My name’s Bill Carter. I'ma cashier.

Speaker B: Pleased to meet you, Mr.Carter. I'm Jean Brick. I'm a lawyer.

. Hello, allow me to introduce myself. My name’s..., I'm...; Pleased to meet you, I'm...
. Hello, I'm...; Nice to meet you. My name’s..., I'm...

. How do you do? My name’s ..., I'm...; Nice to meet you. My name is ..., I'm...

1
2
3
4. Good morning, my name’s...; Very nice to meet you. My name is ...
5. Good evening. I'm...; It's very nice to meet you, I'm...

6

. Good afternoon. I'm...; I'm glad to meet you. My name..., I'm ...

Activity 2: Work in groups of three. Act out the following dialogues and learn how
to introduce someone else.

Dialogue 1

Speaker A: Bill, this is Alice Brown. Alice is a marketing consultant. Alice, I'd
like you to meet Bill Green. Bill is a sales rep.
Speaker B: Nice to meet you, Mrs. Brown.

Speaker C: Nice to meet you, too. Mr. Green.

 Dialogue 2

Speaker A: Diana, could you introduce me to Jimmy Carter?
Speaker B: Of course. Let me introduce you to him. Jimmy, this is Cindy Bush.
She is a fashion designer.

Speaker C; Very nice to meet you.

Dialogue 3
Speaker A: I haven’t met your advertising manager yet.
Speaker B: Oh, I'm sorry. Jane, this is our advertising manager, Tony Enders.

Speaker C: How nice to meet you.

Dialogue 4

Speaker A: I don’t know anyone here. Can you introduce me to them?
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Speaker B: Of course. Angela, this is Denny Martin. He’s a director of human
resources.
Speaker C: I'm glad to meet you.
Speaker A: Let me introduce you two. Jeffery, this is Emma Harper. She is our
executive manager.
Speaker B: What a pleasure to meet you.
Speaker C: Very nice to meet you, too.
Activity 3: Work in pairs. Use the model and business cards below to practice
introductory conversations. Tell your partner about your job, telephone number
and the name of your company.
Model.
A: Where do you work, Ms. Davis?
B: Well, Iwork with Grace Accounting Services. I'm a certified public accountant.

@ GAS Grace Accounting Services e ; ~ 0 L
{1 Ronald Martin 55 GRANTHAM
P. O. Box 516 el ol e |
CA 94133 o e
Elizabeth Davis INFORMATION ' ]
Certi fied Public Accountant el TEL. 07766 707 53l
Tel: (415) 812-3236 1 Ecmim‘o, GY . 01273 491 775
Fax. (415) 812-3258 VIO PLL,
Peter R. Liu Susana K. Tellman

Regional Sales Manager Managing Director

General Mills Inc. Bled Systems
Britannic house, 659 King Ave. Odessa
1 Finsbury Circus, TX 78567
London
EC2M 7BA Tel: (314) 516 5685
Tel: 0171 496 4632 Fax: (314) 516 5698
Fax: 0171 496 4570 e-mail: Bledss@Hotmail. com

e-mail: GK@Hotmail. com

Activity 4: Work in pairs. Act out the following dialogues and learn how to talk
about your jobs.
Speaker A: What do you do for a living, Mike?
Speaker B: Well, I work as a program designer.
Speaker A: Nota bad job.



Speaker B:
Speaker A

Speaker A
Speaker B;
Speaker A
Speaker B;
Speaker A:
Speaker B:

Dialogue 3

Speaker A
Speaker B:
Speaker A
Speaker B;
Speaker A
Speaker B:

Speaker A
Speaker B:
Speaker A
Speaker B:
Speaker A
Speaker B:
Dialogue 5
Speaker A
Speaker B:
Speaker A
Speaker B;
Speaker A

»

Text A
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What about you?
I work for Allied Chemical Corporation. I'm the chief financial officer.

I'm responsible for the company’s accounts and financial matters.

I believe you're in computers.

Yes, that’s right. I work for IBM. I'm on the recruitment side.
That’s a coincidence. My father is the Admin Manager there.
Really? May I have his name?

Michael Warren.

I think I've met him before. He always wears a red tie.

So are you from New York or just here for the fair?
I'm from New York. I'm a sales manager.

Oh, what kind of company do you work for?

I work at General Motors.

What does your job involve?

I deal with marketing research and sales promotion.

Are you staying here long?

No, unfortunately only a couple of weeks.

Business or pleasure?

Business. I've come here about a contract.

Do you still work for Boston Scientific Corp. ?

No, I work with Shell Oil Company now. 1 deal with customers’ complaints.

So you work in a real estate company?
Yes, I'm a certified public accountant. What do you do?
Well, I work at ADC Garments. I'm a fashion designer.

Do you like your job?
Yes, I like it a lot.

The Handshake in American Business

How do rank and hierarchy affect who initiates a handshake?

Rank and hierarchy do influence who initiates a handshake. For example, you could
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work in a big company, and run into the CEO of your company in the elevator. Now one
might think that you would initiate the handshake, but that’s incorrect. The senior execu-
tive in a company initiates the handshake of someone in lower management.

If | am a visitor in an office, who initiates the handshake?

If you are a visitor in an office, you wait for them to initiate the handshake. Let’s say
that you walk into someone’s office, and you're selling something. Now, your main
thought would be to walk in and put your hand out to shake someone’s hand. In fact that’s
not true! You wait for them to initiate the handshake. So there’s again a matter of who in-
itiates a handshake in American business.

Is it proper for women to initiate a handshake?

Most women in business today around the United States shake hands in business, and
even initiate it. However, there are certain parts of the country, and women of a certain
age who do not initiate a handshake.

When is it inappropriate to initiate a handshake?

It can be inappropriate to initiate a handshake sometimes. I've had some very interest-
ing experiences with that. Once I tried to initiate a handshake with a gentleman at an affair
in Beverly Hills and he wouldn’t shake my hand because he was a religious Jew and I really
didn’t see his yarmulke. I didn’t understand that I should not have initiated that handshake
and he put his hand behind his back and 1 was very surprised. I've been very sensitive to
that since then and it was a long time ago and I've learned a lot about who to offer to initi-
ate a handshake with some people from different ethnicities and religions around the world.

What if | initiate a handshake and it’s refused?

If you initiate a handshake and it’s refused, you don’t ask for an apology. You don’t
say, “Oh, I'm so sorry.” You don’t do that in business, you don’t say you're sorry in
business. You make it interactive and you say, “Forgive me, I didn’t realize that wasn't
part of your culture. ” Just say forgive me, and a lot is forgiven, because that person has
to in fact forgive you if you ask for it. I mean, it’s unconscious, but it works very easily,
so don't say “I'm sorry” in business.

Are the ‘business kiss’ or ‘business hug’ appropriate greetings?

It’s so common in business and yet the business hug or kiss is not appropriate. Any
physical contact besides a handshake is not appropriate in the business setting, unless you
pat someone on the back. In America, some areas and some parts of the country do initiate a
quick hug. But it’s reserved for someone you know, don’t hug someone you don’t know.

How should | handle it if a business acquaintance tries to kiss or hug me in greeting?

If a business acquaintance tries to hug or kiss you in greeting within a business set-
ting, it can be touchy. In every situation it is on a case by case basis. 1 create very clear
boundaries with people. I'm not offended if someone hugs me, but I don’t really welcome
that. It’s just the way I stand and keep my distance. I want to be treated as a professional

woman,



