-y -
.
R 3

\ . i

FW P RS

i .
B S RI1B18




L

HEEFZRIEQE
AW AE HE

S peas umn



EREESE (CIP) ¥R

EBR A SE DNE / N, FmE. — bl RERE
iR AL, 2004. 12

(B A RIS 15)

ISBN 7-81038-860-6

1.E... MI.OF.. @F.. ILEH-—HXE O

IV.H319.9
o R AR T30 CTP i (2004) 372 133594 %5

b

HRI/ igm REL
witsah B WA
Wit By H il BRI WK
wEMEE £ MK

T N

BEMERIBEOR
FW OAE HE

AR AR AL

(LA LA 1882 5 S 5 4 B - 20005 1)

FERE AT R AT i 2 FLERRIAT BR 22 ] AR
FFA: 787x1092 1/32 Engk: 4.75 FH¥. 107 TF
20054 1 HH 1 /R 2005 4 1 HE 1 KEDRI

EN%: 0 001-6 000

ISBN 7-81038-860-6/H + 163

SEMT (BRI AD 135.00 6 (AR 15.00 7T

gig. EHE BERE RF
& 5 ARG ER BB EIMERE



Shorten our distance



Art of language




Something can be deadlt with
by telephone.



Greetings in the public



Image



Skills of negotiation

il i

I ANk




To prepare carefully

At | b il (WY I




Practice



B %

Introduction &4+ 4

£ls —
Face-to-Face Communications @mxim:a:& 17
J Meeting and Greeting in Business Settings
BEHB TS % 18
—J Making Introductions MAE 20
\J Developing Relationships KEX R 24
- To Practise Story-Telling Skills
oI UFCRI BT 34
-~ Summary: Tips for Face-to-Face Communicati

gl XK AR 40

$2 %

Telephone Communications g2 0iE 45

JThe Nature of Telephone Communications
HLEVE I TE ST 48

— Some Obstacles on Telephone Communications
PR VA ) — SRR 50

— Expressions for Telephone Communications
IS A M RIEE 54

—J Telephone Topics and Etiquettes
HLE VA M E R 54U 60

~f Tips for Telephone Communication Skills ' ‘6@
HIEE K MR 64




£3=

Receiving Business Visitors i3 @& kifE 67

‘J An Airport Welcome Situation
BN 5 68

d Some Words Concerning Airport Situation
ARSI FIME 74

d Making Arrangements and Invitations
fig i g e B R I 76

_JTreating the Guests in Your City
ERIIB TSR 82

gl=

Discussions in the Meeting £y F#yitit 87

‘J The Flow-Chart of a Meeting
LWL 88

‘J Expressions for Stage 1 of a Meeting
U BT BUN RSS90

— Expressions for Stage 2 of a Meeting
SUH 2 BRI KIEE 90

‘J Expressions for Stage 3 of a Meeting
LU 3 MBI RIET: 96

—J Tips for Participants in the Meeting
G RE MDA 96




£#H =
Presentation skills ffiA#%15 101

‘JThe Importance of Presentation Skills
MR H Iy E L 102

— To Do Preparation Work
fiihe % TAF 104

& To Polish Your Delivery Skills
FTEBERE LTS 110

%6 ® -
Being Interviewed &nEik 113

J The Importance of Interview Skills
MR BT EEE 114
- Interview Questions ik A 8 116

7T =-
Negotiation j%%| 125

‘J To Prepare Properly: Planning
WA & kil 126
— Techniques of Negotiation RHAFTT 130
J Expressions for Negotiation iRH|f{) F&ikiE 134



7 et .. |

& v

AXA@Epn—LEERXER

T of T 94 8 R g A ATTA £ L v I A S ) B R
iU, MXMEAE S TN REER, EREERN
AAMTBEE MF B0 77 (9B ABR I , 1T BRBRE aA 2 “o0
RPEO”. £, AMIAEKREBTSETANEE, &
KB TFEFETH, FHEARHMZRE, EFET
AL EEEREREENE K.

ARG R R, X VA 8 A R Th Bk T A
HE, Hd, BHEKIESH58%, ESH38%, MidiEHT
MAYE 7% .

‘ =BT HRThEE

ToBE, AMMKEES S5 HAW NS T E MR G R .
W, REETHEREH. —MAS5S —PMPAXEILCS
RIXERIE B RARMEK, Xk PHEE B S 6
Jiv FrTAb WO RRBE R e v Sl A B, i f & M EL sk T —
AN 3 A K

MF—NHIEUEENRFEHARR, BRAEASY
EHEBERILSREENTEETE, Ria, FIB LM
CAl. AT HIFHMFE A AL EREZNEE, &
BHESHEARBRMAIMEN—D T EH H K, LUMEEH R
EE Y& U E S ) 5iE,



.. : Introduction

Introduction
Some Basics for Face-to-Face
Communications

Face-to-face communications refer to the physical sphere
where people meet each other and communicate. Simply speaking,
face-to-face indicates the shortest distance where people can
see each other’s face and more important, eyes where people
believe are the “windows of the heart ? Here people do not only
rely on verbal behaviors, but also on non-verbal behaviors espe-
cially in cross-cultural communications where non-verbal can
tell more than verbal do, despite of some misunderstandings in
the communications between cultures.

According to the research result, some elements account
for the success of a face-to-face communications, among which
body language accounts for 58%, tone of voice 38% and word-
ing 7% .

‘ The Function of Verbal Behaviors

There’s no doubt that people rely on language to commu-
nicate with each other and exchange information. This is where
verbal behaviors work. The choice of words and expressions
differ from one another depending on the speaker’s language
capability, the situation they are in and the attitude toward com-
munications and finally one’s essential quality.
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