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wss - Introduction: Types and Functions of Business Me“etingi)

e Y —

Organizing and attending various business meetings are part and parcel of a
businessperson’s regular work. Members of a business
organization often need to sit together and share
ideas. These internal business meetings serve many
functions, for instance, planning. actions, solving
problems, making decisions, evaluating performance,
dividing tasks and so on. According to the scale and
attendees, these meetings can be divided into
management meetings, staff meetings, department

meetings, team meetings and project meetings. With

technology development, meetings no longer require
people to be physically sitting together. In order to save time and cost, it is
increasingly common that such meetings are held online, and they are called video

conferences or teleconferences.

e L i e e i s o o

t % Glossary }
! part and parcel 75 A G/ 1) — 4> performance n. FIs AL !
| internal adj. MR teleconference n. HIIHE WL, TEARH(F |
{ attendee n. (LD HEE . SEAN 238 +
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xﬂ» AR NGA MW\.A‘\%
) Warm-up Exercises :

Discuss the following questions in a group of 4 to 5 students:

1. What kind of meetings have you attended as far as you can recall? Give one example of
such meetings and describe the purposes, attendees and process of that meeting.

2. Apart from the types of meetings mentioned in the introduction, can you name
three more types of meetings?

3. Do you like attending meetings? Why or why not?

4. It is often said that successful meetings make successful business. How do you

understand this statement?

3’/?'{“
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-5 Part | Chairing a Meeting

Although meetings are common and may be extremely important, we have heard
many complaints about them, and we ourselves make such complaints, too. They are
sometimes boring, tiring. frustrating, inefficient and unproductive. As we have
experienced many times, one person may dominate a meeting with endless
monologues, a group of attendees may sit quietly without putting forward any ideas, a
lively discussion may veer far from the topic in question, or a debate may go on and on
without arriving at any conclusion. In a word, meetings can often be a waste of time.

Actually, there are many methods by which we can make a business meeting
effective. The first and foremost is to appoint an experienced chairperson who can
skillfully fulfill the following tasks:

Preparing an agenda. An agenda is a list of topics to be discussed at a meeting. The
agenda should be distributed to the attendees in advance so that they know what they
are expected to do at the meeting and can make preparations accordingly.

Inviting relevant attendees only. Only those who are directly involved in the issues
on the agenda are interested in attending the meeting and may have ideas to
contribute. Irrelevant people are easily bored and their indifferent attitude may hurt
the morale of the group.

Sticking to the agenda. Discussions may
easily get off the track. The chairperson
needs to discourage trifle discussions, avoid
over-indulgence on a single topic and keep
the meeting focused on the planned topics.

Getting everyone involved. The chairperson
should ensure that every attendee has an
opportunity to air their opinion. He or she

also needs to create an amicable atmosphere

to encourage participation and contribution.

Keeping a close watch at the clock. A meeting should always start and end on time.
Late starts encourage attendees to arrive late next time. In order for a meeting to end
on time, the chairperson should allow for a reasonable amount of time to discuss each
topic when drawing up the agenda. He or she should move the discussion to the next

topic when time is up.

g
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Wrapping up the meeting at the end. Before the meeting is over, the chairperson
should briefly summarize all the key points, agreements, decisions and plans made at
the meeting so that attendees know exactly what the meeting has achieved.

Alternatively, the chairperson may put these things in the minutes, which are to be

sent to all the attendees shortly after the meeting.

O e S i e e T S

* Glossary

D e e e e

monologue n. Jii
veer vi. 0] AwE
agenda n. 2PN
off the track fif B %hiE minutes n. 240

B I T S S S e T S e S s S e ST S SRS

over-indulgence n. 3 EHE
amicable adj. KEK), KIFH
wrap up FEH &R CTAHE. 210

e e L S S SRR

Useful Expressions for Chairing a Meeting

Starting a v/ I'd like to start the meeting by ...
Meetin v/ Shall we get started?
§ v/ Would everyone please turn off their cell phones or put them
on vibrate?
. v/ Has anyone met Thomas from our Beijing headquarters?
Int
Pipcig A v/ I'd like you to meet Mr. Hanson from ABC Company.

Guest il
v/ I'd like to extend a warm welcome to ...

Stating the Vv Thl’S meeting has been. called to ...

Objective Vv We're here today to discuss ...

¥ v/ Our main aim this afternoon is to ...
v/ Henry, what are your thoughts?
v So, what do you think?
f

éso:it:igbu:on v/ Mike, where do you stand on this?
v/  We haven’t heard from you yet, Smith.
v/ Has anyone else got anything to contribute?
v Let’s get down to business. Shall we start with Item 17
v/ So, if there is nothing else about Item 2, let’s move on to

Item 3.

Controlling the | v/ You've made a very good point, but I think we’d better leave

Discussion that for another meeting.
v/ That’s not really what we’re here for today.
v/ We're running short of time. Why don’t we return to the

focus of today’s meeting?

%
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(Continued)
v Before we close today’s meeting, let me just summarize the
Summarizing main points.
v Let me quickly go over today’s main points.
Votin v/ Shall we vote? All those in favor, please raise your hands.
- Thanks. All against?
v/ Any other business?
t’s call i ft ing.
Closing the v/ Let’s ca! it a day/ an afternoon/ an evening. Thank you all
Meeting for coming.
If there are no other comments, I'd like to wrap up this
meeting.
r«umwmx
3 Exercises ¢
mewJ
1. Pair work

The list “Useful Expressions for Chairing a Meeting” includes 25 frequently used

expressions. Practice them with your neighbor and then supply at least two more

expressions for each function.

2. Group task

(1) The following words describe the negative aspects of a meeting. Look them up in
the dictionary and explain them in English.

inefficient
unproductive .

boring:
tiring:

frustrating:

(2) For each of these words, provide an antonym, which shows the bright side of a

meeting.

(3) Discuss in a group of 4 to 5 students: If you were appointed the chairperson of a
meeting, how would you avoid your meeting becoming anything in (1) and ensure

it is everything in (2)7

Vi
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was - Part [ Making a Business Presentation

A common goal of holding business
meetings is to convey information. In
the information era. a popular way of
conveying information in a meeting is
making presentations, usually with the
aid of some software such as PowerPoint
or Prezi slides. In fact, skills for making

effective presentations are essential for

almost everyone in the field of business. : Y i

It goes without saying that all presenters want their presentations to be successful.
As a novice presenter, perhaps your priority is to make your presentation look
professional. To this end., you need to follow the general structure of a business
presentation and make sure that each stage is carried out successfully.

A professional business presentation usually consists of three stages: the opening,
the body and the Q&A.

Opening

At the opening stage, you begin by greeting the audience and thanking them for
coming. If there is a chairperson who has introduced you., remember to thank him or
her first. If you are new to the audience, or, new to some of the people, make a brief
self-introduction and give your name, job title, and the department or company you
work with. As to your work., it must be closely related to the presentation topic so as
to lend credibility to what you are going to say. Be very careful not to boast .

After these tasks comes the most important part of the opening—the topic and the
outline of your presentation. Using bullet points on your slides, you tell the audience
the main contents or parts of your presentation and the sequence in which you are

going to present them.

Useful Expression for Opening a Presentation

Mr. Foster, thank you very much for your introduction.
First, I would like to thank Mr. Foster for giving me this
opportunity to discuss the results of the market research we
conducted last month.

Express Thanks
to the
Chairperson

N 6%
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(Continued)

/ Hello, everyone. it’s my great honor to be here this
morning.

ir:a;t e v/ First of all, I'd like to thank you all for coming here today.
A v Good morning, ladies and gentlemen, it’s a great pleasure to
have you here with us today.
v/ I'm Renyuan Li, marketing director of ABC Company.
v My name is Yueming Bao. I am a financial analyst of

Introduce Waterhouse Coopers.

Yourself v/ Let me start by saying just a few words about my own
background. I graduated from ... and have a Master’s degree
in E-commerce.

v The subject of my presentation is ...
Introduce the J yP ; S ; _—
Topic v/ The main area that I intend to cover in this presentation is ...
e Vv My presentation is concerned with ...
v/ I'm going to divide this talk into four parts. First, let’s take a

look at ... Second, I will show you ... Third ... will be

discussed in detail. To finish, I will put forward my view

Outline the on ...

Presentation v/ Basically, I have three things to say. To begin with ... Once
this is done, T will move on to ... Finally, I'd like to ...

v/ I am going to examine these topics in the following order.
First, ... ; next,...; after that,...; finally ...

Body

This is the main part of your presentation, in which you discuss and illustrate your
points one by one. How well you present these points largely determines the result of
your presentation—whether it is a success or failure. To make this part attractive,
impressive and effective, you may consider the following tips:

» Knowing your materials well. Knowing your materials well gives you confidence
and enables you to move freely from point to point, elaborate on each one of them,
refer back to an earlier point for clarification, and answer unexpected questions
without hesitation. All this adds to your credibility and authority in what you are
speaking about.

» Knowing your audience well. Always bear in mind who you are going to address
when you prepare your presentation. This is because your audience’s current
knowledge of your topic determines what you can say and how you can say it. It is
obviously unwise to tell them what they have already known and equally unwise to say
things largely beyond their comprehension. To understand this, just think about how

differently you would explain smart phone functions to your grandpa from the way you

¥,
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would explain them to your classmates. What’s more, different people are interested
in different things. You need to adjust your focus to the different expectations of
different audiences.

» Making your slides simple and clear. Novice presenters may cram each slide with
details or even long texts, for fear that they would leave out important points. Skillful
presenters, in contrast, only include key phrases in their slides. This is because stuffed
slides invite your audience to read by themselves rather than listen to you, thus
distracting their attention and straining their nerves.

» Keeping eye contact with the audience. Keeping eye contact with the audience
gives you instant feedback on how well your presentation goes and enables you to make
adjustments accordingly. Moreover, eye contact can help built rapport with the
audience and win you their trust.

» Rehearsing as much as you can. The importance of rehearsal can never be over-
emphasized, particularly for a novice presenter. It is even better to rehearse with your
team members or colleagues than to do it all by yourself. Another thing you should
take care of during rehearsal is to control the timing. You must make sure that your
presentation will not run overtime.

» Using visual aids. Pictures, graphs, charts and videos usually spcak louder than
your words. If available, include in your presentation some forms of visual aids. They
will not only make your presentation vivid and colorful, but also informative and
convincing.

Q&A

The Questions and Answers session, abbreviated as Q &

A, is essential to your presentation if you really want it to

have some impact on the audience. Having no questions from

the audience generally suggests that they are not understanding you. An interested
audience always has questions, which can be dealt with either during the presentation
or at the end of it or both. As a presenter, you need to specify which way you prefer
to answer questions in the opening stage.

Useful Expression for Specifying Q& A Session

I'd be glad to answer any questions at the end of my talk.

I've scheduled a 10-minute session to answer your questions at the end of the
presentation.

If you have any questions, please feel free to interrupt me.

Please interrupt me if there’s anything that needs clarification. Otherwise,
there’ll be time for discussion at the end.

Sy

<L KK




Unit1 ® ®

NN T O S et B TR S S S PR P D SEERE ey
* % Glossary }
E novice n. FiF LT Y)¥EE bullet point % 55 :
} priority n. f5E%EH S sequence n. JIfF %
+ credibility n. R[{ERE, Al{EE: rapport n. KIFREZR ,BA ‘f
ot e o A I PRSI Sl Sl W ok e S WP PR

zpmwxuwx

s Exercises ¢
s‘&«NmmW\A’J

1. Pair work

Here are some of the devices often used in a presentation. Match the pictures with
the names given below and briefly explain the function of each device.

a) Projector b) Screen ¢) Remote control

d) Laser pointer e) Laptop f) USB flash drive

~
N

( ) ( ) ( )

2. Debate with your neighbor

Suppose you and your neighbor are preparing a presentation for your classmates
on an unfamiliar topic and you have got all the content ready. However, the two of
you disagree on how to design the PowerPoint slides. One of you thinks it is better to
put only key phrases on slides in the form of bullet points, while the other insists that
there should be detailed notes to make slides informative.

First, assume your stance. Then make a list of the advantages and disadvantages
of the two approaches. After that, debate with your neighbor and try to convince him

or her that your approach is better. The notes below are for your reference only.

4
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[Ademtages . e
Include key phrdses only | Include enough detailed notes

1. Better audience contact and interaction | 1. Better fluency and less hesitation

2.—Showmg personal style Z Low demand _fgr incmonzatxon
3. - - | 3 -
. 4
Disadvantages - - -
Include key phrases only ‘ Include detailed notes

1. High pressure on the presenter ' 1. Crammed slides distract attention

2. Risk of forgetting dgiailgi | 2. Risk of becoming boring
3. - . B | 3. .’ M
4 4,
3. Group task

PowerPoint slides are often used to facilitate a presentation. In a group of 4
students, discuss whether there are any problems with the following slides and make

suggestions to improve them.
No.1 No.2

Phenomenon

1Ly
The old generation ldbes simple and plain
(ifestyles. while the young generation likes
things that are more faskionable and
lusanios.

No.3 No. 4

Three problems of Model I

« TO CONCLUDE, IT IS WORTH MENTIONIN « First problem
THAT FOR THE ARAB PEOPLE, WHAT HAS |+ Second probl
TORTURED THEM MOST MAY NOT BE THE ccond problem
DEFICIT, BUT THE CULTURAL CONFLICT- » Third problem
RIDDEN CIRCUMSTANCES AND CRUEL il
BATTERIES. MUSLINS BOAST THE UNIQUE :
RELIGION WHICH MORE OFTEN Two new features of Model I1 \
CONTRADICTS OTHERS. PERHAPS TO b 13 Figat anme’ rv 101 1 :
GUARANTEE THEM A RECOGNIZED AND
_?SFFF?éJh:«RDED HOMELAND IS THE PRIORITY ! + Second feature

) |
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No.5

Problems

« The frenetic buying of gold in
China since 2012

* A temporary shortage of physi
stocks in Europe

* Chinese people buy gold for the

As meetings are common, you will always be required to attend various meetings

in your work. Even though you may not be a chairperson or a keynote speaker, your
behavior at meetings is still important because it affects people’s view of your ability
and your attitude towards your work. The following suggestions may help you behave
professionally at business meetings.

Come to a meeting well prepared. A meeting is held for achieving a certain goal., so
when invited to a meeting, you should not arrive with an empty head or with a hands-
off attitude. Read the agenda carefully and learn what you are expected to do at the
meeting. Prepare ideas, questions, proposals or solutions that you can bring forth at
the meeting to help achieve the goal.

Show due respect to all participants. At a meeting, you need to abide by some basic
protocols for public gatherings. These include arriving on time. dressing properly
according to the dress code, and turning off your cell phone or switching it to vibrate.
If answering a call is inevitable, do it after you leave the meeting room.

Be a good listener. Listen attentively when other people are speaking. Show your
interest and engagement with such body language as smiling. nodding. and note-
taking. It is a serious offense to the speaker if you fixed your attention on other
matters such as playing with your smart phone or engaging in side conversations with a
neighbor. What’s more, interrupting the speaker is generally regarded as a bad
manner, even when it is made with a good question. Unless you are invited to “feel
free to interrupt” or “pop in” by the speaker, note down your questions and wait till

the speaker finishes his or her talk.

N
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Participate in the discussion constructively. At the meeting, you need to participate
in the discussion actively. That is, you should ask relevant questions to help clarify the
issues, put forward the ideas and proposals you have prepared to generate healthy
discussions, and pay due respect to other people’s ideas with positive remarks. If you
disagree with someone’s ideas or want to defend your own, do so by showing reasons
and evidence rather than with harsh words or a raised voice. More importantly, be
brief and to the point when you speak. The last thing you want to do is to talk
endlessly and dominate a discussion.

Use courteous language. Courtesy is a golden rule that you should stick to in
business communication. When speaking at a meeting. always use polite and soft
expressions to avoid looking aggressive or rude. You need to use modal verbs such as
“could,” “would” and “may” when asking for permission or making suggestions.
Phrases like “I'm afraid,” “I'm sorry” and “It seems that ... ” can soften your tone of
disagreement. In addition, when expressing an opposite opinion, it may make your
opposition easier to accept if you start to speak by acknowledging other people’s

contributions.
Useful Expressions for Discussions at Meetings
Acknowledge | \/ That’s an interesting point.
Other People’s‘ v/ I see what you mean.
Point v/ You have a good point.
v/ T don’t exactly follow (you). Could you go over that again?
Ask for - I don’t quite see what you mean. Would you please give some
Clarification more details?
v/ What do you mean by ...
v/ Correct me if I am wrong, but do you mean ...
v/ I completely agree.
v/ I couldn’t agree with you more.
Show Agreement :
o men | v We really see eye to eye on this.
v/ That’s (exactly) the way I feel about it.
v You have a point there, but ...
' v I agree in principle, but ...
Show v/ I'm sorry to say that’s not how I see it.
Disagreement v/ I'm afraid 1 don’t completely agree with you on that.
v/ Frankly, I'm not totally convinced by your argument.
' It seems that 1 can’t share your view.
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