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Receiving and Seeing off
Visitors (i ski%ix )
Section One Receiving Visitors (EFEN)

Part A Situational Dialogues ({5 f<1%)

Dialogue 1

Background: Client Mr. David Green pays a visit to GM Corporation located in
Shanghai Pudong New Area, Annie Lee, secretary to Ms. Xu, Director of Marketing,
is receiving Mr. Green in reception.

A: Annie Lee B: Mr. Green

A. Good afternoon, sir, Is there anything I can do for you?

B: Yes. My name is David Green. 1’m here to see your Marketing Director Ms. Xu.
Here is my card.

. Nice to meet you, Mr. Green. My name is Annie Lee, Ms. Xu’s secretary.

Oh, Miss Lee. The other day I e-mailed you my appointment with Ms. Xu.

. Yes. Ms. Xu is expecting you and she’ 1l be with you in a moment. Have a seat,
please,

: Yeah. Thanks a lot.

> © >

B
A. Ah, would you prefer coffee or tea, Mr. Green?

B. Some tea, please.

A: OK.... Here you are. 1’ll check with Ms. Xu to see how long she’ll be here.
B. Thanks. By the way, please tell her I’ ve brought the contract signed yesterday.
A: OK.

{ After a while)

A. Ms. Xu is available now. This way, please.

B. Thanks.
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Dialogue 2

Background: Client Mr. John Morris wants to see Ms. Xu, Director of Maketing. As
they haven’t made an appointment in advance, and Ms, Xu is engaged in something
important, Mr. Morris fails to meet her. The secretary Annie Lee receives Mr.
Morris and offers him some help.

A: Annie Lee B: Mr. John Morris

jvs)

B

=

PEPEEFEFE >

>® >

: Good morning, what can I do for you?
I’d like to see Ms. Xu, Marketing Director.
: Is Ms. Xu expecting you, sir?

. Oh, She has no idea, I’m afraid,

: May I have your name, please?

: John Morris.

: Could I know your purpose for the visit?

: I am here to show her our new products. Here are my card and some samples.

: Sit down, please. Mr. Morris, Ms. Xu is having an important meeting with some
staff now, and I have no idea when she is available.

. Thanks.

After some minutes)

: Sorry, Mr. Morris. I’m afraid Ms. Xu is too busy to meet you now. Would you like
to have a talk with someone else?

: No. Thank you. I’ll be waiting here for her.

: I’m afraid she can’t see you until 4:30 pm. She’s fully scheduled.

: Really?

: That’s it. Mr, Morris, may | make an appointment for you? Ms. Xu is free from
9am to 10:30am tomorrow morning.

; OK. 1’1l be here on time tomorrow.

Notes
1. client n. I, % P, #IFF1A : customer

A client of mine inquires for 100 cases of Black Tea.

M — L% IR 100 FHLL R AR AT .

2. reception n. IEFAb;EF

receptionist n. EFHRIE
in reception TEERF 4L , MR F 1A : at the reception desk
You can leave a message with reception.

AT AR B OE.

3. make an appointment with sb. 258, 5% A Z44F WL, §8 & A a] 0 &

make a date with sh. (¥ BB ], b 5D 94, (FEIEERDORBRHZRINLAH S
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4. expect v. BYER,BAFF; BK HERGIAH
expectation 7.
expect sb. HARFH A B3R
expect sth. from sb. HARF M (FEALDBREY
expect too much $8fF 13 &
wait for sb. ZFFRFRE ARk
stay up for sb. BMEERFHEA
stand up for sb. X#FEA
This is the parcel which we have been expecting from New York.
XEBRNM—EEHFHNALRRHRE,
Will you need any help? {REZFBING?
I don’t expect so. EARNLT .
5. take/have a seat i, #8[E#F ik, sit down, be seated, seat oneself
6. available adj. (EAN)AZEH, (FEB)AREHN
The room you want is not available.
HREMFREIMEERE.
The general manager is not available now.
BEEAERS,
7. in advance Fi5G,HE
a week in advance 21— &
The ticket is cheaper if you book it in advance.
TTREFERL,
8. be engaged in/on sth. {F; W5
be engaged to sb. 5¥ AITHE
He is engaged on his new products launch.
M IE T E F -5 B
She’s engaged to Peter.
mSHEEITTE.
1 phoned you earlier but you were engaged.
REFIT S BRBRA L.
9. on time #EN, 2B}
in time J% B
at a time K
at one time B £ ,—#&
at all time 8, AT, /KT
at no time HR
at times A 7, [B] 3%
ahead of time 277, #4615 :in advance
behind time ¥ /5
behind the time (B8 . F L% /5 .t , BkIH
fot the time being BHif,B T
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She ran up the stairs two at a time.

L PG b b T RS

We finished the work 15 minutes ahead of time.

BATIRAT 15 858 T THE.

Practical Sentences

1. T have an appointment with Mr. Bush at 1000,
REMHSEELNFT 10 L.

2. Please be seated here. Mr. Bush is expecting you,
WRLE, s ETEEEE.,

3. Well, we’re looking forward to the opportunity of meeting you here again.
L. RN EEE L&A X ILEHR SRR,

4. They are here for the 9.00 meeting as scheduled with your director.
fafTARNTRI SR LY E 9 S, TR A A s .

5. This way, please. I’ll show you the way to the meeting hall.
RELEB SV L, XNE.

6. Our manager is available tomorrow. Would you be here then?
BNEEHARE S, R R KA TE?

7. You won’t contact Mr. Clinton, 1’ m afraid. He has gone on business to New
York.
DR R B SRS b R A AR ET .

8. Would you check if Mr. Xu is free at the moment?
BHRE-THRERARTAE.

9. We’ll get in touch with you as soon as possible.
RITERREEBISHKEMN.

10. Nice to have met/seen you.

WEMRIFR T . GRS HIE AT IRATE . 1M Nice to see you 2 I E A AT AYIE )

Part B Cultural Connection (3C{kéEHE)

Body Language

When people speak, their eyes, hands, and the whole body move as well. This is
body language. The body has something to say. In a new culture, you need to
understand the meanings of body language.

American parents and teachers tell children, “Look at me when I’ m talking to
you!” We feel sure that the other person is listening if we can see his or her eyes, We
think it is important to make eye contact during a conversation. To us, it’s a sign of
openness and honesty. 1t shows respect, We think that a person who doesn’t look at us
may be hiding the truth, However, in some other cultures, children are taught not to
look directly at someone. They learn that looking directly at a person shows a lack of

6
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respect. There are regional differences, too. People on the West Coast enjoy more eye
contact than people on the East Coast. On the other hand, we generally avoid eye contact
with complete strangers on the street. Parents teach their children not to stare at
strangers. Small children are curious about the world. They enjoy seeing new things and
new kinds of people. They often stare at anyone who locks different. “Don’t stare. It’s
not polite, ” is what their parents teach them.

In a social group, American women often sit with their ankles crossed, or
sometimes their legs crossed at the knee. Men often sit with one leg crossing the other,
with the ankle resting on the knee,

People keep a distance between themselves and the person they are speaking to. It
is called a “social distance.” In the U. S., people generally stand “at arm’s length”
(about 30 inches) away from a person they are talking to. Only family members, small
children, and sweethearts come closer. South Americans, southern Europeans and
Middle Eastern people stand closer to each other (22 to 26 inches). If they are speaking
to an American, the American may feel uncomfortable. The American backsaway to his
or her comfort zone. The speaker comes closer again. On the other hand, people from
Japan, China, and some northern European countries stand farther away (36 inches).
To those people, Americans seem to “get too close”. And to Americans, those other
people seem “cold” and distant.

People from different cultures have very different feelings about hugging and
touching. Some Americans may touch the arm of the person they are talking to while
they are speaking. A man may gently slap another man on the back when greeting him.
Many Americans hug their family members and good friends when they greet them or
say good-bye. However, some Americans do not enjoy being hugged in public. There is
a great variety of feelings about hugging strangers. Some people will warmly hug a new
person they are introduced to. Others may take a long time before they give a friend a
hug when they say hello or good-bye. People from south America or southern Europe
frequently touch the person they are speaking to. They touch on the arm, hand, or
shoulder, People from Japan seldom touch at all when speaking to others.

A hug, a touch, or standing close may mean nothing special to one person. It can
mean romance to a second person. And it can be offensive to a third person.

American psychelogists say that hugs are good for us: “Four hugs a day is a
minimum requirement for good health, Six is better, and eight is best. ” However, a
hug from someone you don’t wish to hug is not welcome. I you love hugs, there are
more on the West Coast than on the East Coast! Californians in general are much more
“huggy” than New Yorkers.

Vocabulary Bank

1. openness n. I, FFiL
2. honesty n. 3L

3. hide v. .- FEF N, PR
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10.
11.
12.
13.
14.
15.

regional ady. #bEKH, KIS
stare wv. &W,,‘EE%

ankle n. B ,BREH

knee n. X, BE

distant n. ¥k, AKIF

hug v. (i) HH; B M8
slap v. $H;30; Lheneeer EcEA)
greet v. [AME,MEE, H{IF; FRIF
seldom adv. AH B, S
romance n. B8

offensive adj. BILHY, TFLBY
psychologists n. AR

Useful Phrases

1.

S W

make eye contact IR f#3Z
the West Coast ¥ 3
the East Coast ¥R

social distance #L A2 IR
back away (B F K EM) GFR
lack of =

Sentences Analysis

1.

The body has something to say.
i N R R
We feel sure that the other person is listening if we can see his or her eyes.

BATEBIN J5 B IR B BB X 07 RARFEDT .

. To us, it’s a sign of openness and honesty. It shows respect.

XFERE BRI, h R A EERALS

However, in some other cultures, children are taught not to look directly at
someone.

SR, FE— UL, BB ERAEARBEEASIA.

In a social group, American women often sit with their ankles crossed, or
sometimes their legs crossed at the knee,

ARG e, EE Lt E N EHEE B R WA R A3, 3E P AR RR7E B
&= .

. In the U. S. , people generally stand “at arm”s length” (about 30 inches) away from

a person they are talking to. Only family members, small children, and sweethearts
come closer,

EER, MIEHGRE—FBBNER” (KA 0 XD, RERANBEF.BAZ
Bl A SRS EE 5,
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10.

. People from different cultures have very different feelings about hugging and touching,

HARRAHE FHAX TR EMEEEFARSRKE.

Some Americans may touch the arm of the person they are talking to while they are
speaking. A man may gently slap another man on the back when greeting him.

AR EAEMINUIEN M TR B, BAE ARLARKRN SRR
WX FTRIEH .

. A hug, a touch, or standing close may mean nothing special to one person. It can

mean romance to a second person. And it can be offensive to a third person.

P B 1R — s X — B S A AT RE AR B B S, 3 5 — i ATTRER R E TR
B, mxE =840 A EE .

American psychologists say that hugs are good for us: “Four hugs a day is a
minimum requirement for good health, Six is better, and eight is best. ”
EEHLCHEEZA AR FEREFL. 1R, T EEBR-XZELHENT
WP KELF , BiFHH K.,

Exercises

I.

Fill in the blanks with words or expressions given. Change the form if necessary.

openness, honesty, hide, regional, distant, hug, greet, seldom , offensive, social
distance

—
<

=

T AW N =

> =

. Since the accident, he has looked so quiet and
. Such love as his is experienced.

“

is the best policy” was his creed in all his business dealings.

. He orders his assistant about in a way that is very
. There is no point in the truth for the sake of friendship.
. They were surprised by her in talking about her private life.

covers people who work together or meet at social gatherings.

. He rose slightly to the visitor,
. The departure of policy from the central government is sometimes

unavoidable.

. I put my arms round her and gave her a

. Translate the following Chinese sentences into English, and read them out.
. REF. BORMBRAA. REFORKIBA, RIYBA.

. RS, REEENBABRITHEE, BAKKEE.
CFABNT , — UIER TS

. BRKRAELEZHFRELRSE.

. WL IREMAEEE? BILRBATEMFRIE R,

. Listen to the recording and fill in the blanks with words, phrases or sentences,
. You are a new (1), aren’t you?



