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Part One

UNIT 1

At the Reception
Greeting and Introduction

Introduction to the Unit

Introduce the unit to the students by asking the following questions:
1. | have just introduced myself, could you please introduce yourself
briefly?
2. What do you do when you meet someone for the first time and want to
get to know him?
3. Have you had the experience of being received by a receptionist in a
company?
4. What is a receptionist supposed to do when he or she receives
visitors?
Related information for your reference:
* The receptionist has the responsibility of greeting all visitors to the
company and arranging for them to meet the person they are here for.

Notes to the Text

1. The British and the American people make appointments in advance
if they want to meet each other either on business or simply for a
chat. It is impolite to intrude into others’ activities without previous
arrangements. When making appointments, convenience for each
other is a prerequisite.

2. Let me see...: | must think about it briefly...



Scripts for the Listening Dialogues

Dialogue 1
A = Albert Kern; V = Victor Smith; M = Mary
A: Hello, Victor. How is everything?

Fine, thanks. How about you?

Not too bad, thanks.

Albert, this is my wife, Mary.

How do you do, Mary?

sSsPsPS

Albert Kern is the sales manager of Kellerman Plastics, Inc. We met
at an exhibition last year.
: How do you do, Mr. Kern?

< =

By the way, Mary and | are having a party this weekend. Will you join
us?

A: Sorry, | can’t. I'm leaving for a business trip Friday morning. But thanks
anyway.

Dialogue 2
K=Mr. Kern; St=Mr. Stanton; Sm=Mr. Smith
K: Are you Mr. Stanton from Collins Pre-Mix Company, by any chance?
St: Yes, | am.
K: I'm Albert Kern, from Kellerman Plastics, Inc. I'm here to meet you.
St: How do you do, Mr. Kern?
K: How do you do, Mr. Stanton?
St: Thank you for coming to meet me.
K: My pleasure. Mr. Stanton, I'd like you to meet Mr. Smith, our chief
engineer.
St: It's a pleasure to meet you.
Sm: Pleased to meet you, too.

Dialogue 3
K=Mr. Kern; H=Mr. Hansen; B=Mr. Black
K: Hello, Mr. Hansen, long time no see! It's marvelous to see you again.
How are you?



Part One

H: Very well, thank you, Mr. Kern. Thank you for inviting me.

K: I'm glad you could come. | don’t think you know Mr. Black, our
production manager. This is Mr. Hansen from Zenith Manufacturing
Company.

B: How do you do, Mr. Hansen?

H: How do you do, Mr. Black? Nice to meet you.

K: Now shall we go to the dining room?

H & B: All right.

Notes to the Listening Dialogues

2.1 by any chance: used to ask politely whether sth. is true

e.g.: Are you Chinese by any chance? (= Is it true that you are Chinese?)
3.1 long time no see: RKE T
3.2 production manager: person in charge of the Production Department

Key to Listening Comprehension

Dialogue 1
1) F 9T 3)F 4)F

Dialogue 2
)T 9) F 3)T

Dialogue 3
)T 2) F 3)F 4) F

Key to Work in Pairs

Practice ways of greeting each other and introducing by completing the follo-
wing short conversations.
1. A: Hello, Mary. How are things with you?
B: Fine, thanks. How about you?
A: Oh, can't complain. Thank you.
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Good morning, Mr. Smith.

Good morning, Mr. Black. How are you?

Pretty well, thank you. And you?

Fine, thanks.

: Hello, 'm Bab.

Hello, 'm Jane. Pleased to meet you.

The pleasure is mine.

Mr. Brown, I'd like you to meet Mr. Bell, our sales manager.
Pleased to meet you.

Pleased to meet you, too.

Hi, John, I'd like you to meet my boyfriend, Kelly.
Hi, Kelly.

Kelly, this is John, my colleague.

Hi, John.

: Excuse me, | don't believe | have seen you before.
No. I'm new here. My name is Peter Brown.

: I'm Bill Prior.

Glad to meet you, Mr. Prior.

: Excuse me, do you mind if | sit here?

No, not at all.

: How do you do? I'm Sidney White.

How do you do? My name is John Ford.

: You are new here, aren’t you?

Yes, | am. My name is John Brown.

: My name is Charles Lynd. Pleased to meet you.
Good to meet you, too.

: By the way, do you know each other? Peter Brown, Sidney White.
It's nice to meet you, Mr. Brown.

Nice to meet you, too, Mr. White.

: Hi, David. How are you?

: Fine, thanks. And you?

: Not too bad, thanks. Meet my friend Tom. And this is David.
: Glad to meet you, Tom.



C: Glad to meet you, David.

Game Studio

Listen and Repeat Game
Instructions: Read the following tongue twisters to the students one by one and
ask them to repeat them and write down the sentences.

1. Mike likes to write by the nice bright light at night.

2. Several shops sell the latest fashion of shirts and shorts.

3. The men with fair hair dare not repair their chairs there because there

is a bear there.
4. His wise wife whistles while weaving his worsted waistcoat.



