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_Unit 1

Receiving Foreign Guests

IhEHETF

Working as a secretary in a company or any other business
organizations, you are not only an assistant to your boss in busi-
ness matters, but also a public relations workerEveryday your
are likely to meet a lot of people, maybe peaple from all walks of
life and you need to make responses to their requests and attend
to trivial matters of every conceivable kind. Reception work
surely will take up a lot of your time and attention. Thus it is
necessary for you to familiarize yourself with some formalities

and language for reception work.

Lesson One

Greetings and Introduction

As a secretary or an office worker, the first thing to learn
in reception work is greetings and introduction. That's the be-
ginning of everything. lf you give people the first impression of
being kind, friendly and polite, then your would-be clients may
be willing to work with you or start business contact with you.
But to be appropriate in greetings and introduction is by no

means easy. We have to observe very carefully the differences

I



hetween the Western and Chinese social customs and language
habits. POnly in this way can we avoid misundersianding and
establish [riendly relationship.

In the following are a few dialogues that take place be-
tween Mr. Chen as the manager, Ms. Yang as the sccretary, and
Mr. Brown as the manager of a foreign company.

1.Allow Me to Introduce Myself
( The broadcast has just announced the landing of Mr. Brown’s
[light. Ms. Yang is now waiting at the exit. )
Ms. Yang: Mr. Brown, I believe?
Mr. Brown: Yes.
Ms. Yang: Allow me to introduce myself. My name is Yang Lan.
Mr.Browa: So you are Ms. Yang. Nice to meet you. | have the
feeling that we have known each other for a long time.
Ms. Yang: Of course, we have talked to each other for so many
tiqes over telephone. How is your trip?
Mr.Brown: Very good. And how is Mr. Chen?
o@

Ms. Yang: He is fine. He meant t0™ come here to meet you in

person®. But some other business held him back.”So he asked
me to come in his place. ®

Mr. Brown; That's exactly the same.

Ms.Yang: Are we ready to go? Do you have all your luggage
here?

Mr. Brown: Yes, | have only three pieces of luggage and they are

all here.

Ms. Yang: Let me help you with your suitcase. ¢
2



Mr. Brown: No, no. It’s t0o heavy for you i can manage mysell.
Ms. Yang: Come on. Let me take some thing for you.

Mr.Brown: Well, if you insist, take this handbag for me.
Ms. Yang: Of course. | reserved a suite in a five-star hotel in
downtown. It offers the highest standard of comfort and ser-
vice.

2.Id Like to Meet Your Manager
Mr.Brown:Excuse me, Ms. Yang. May 1 come in?
Ms. Yang: Why, of course. Come in, please. Take a seat here. Do
you want tea or coffee?
Mr. Brown: Coffee, please.
Ms. Yang: With milk?
Mr. Brown: Yes, please, but no sugar.
Ms. Yang:So how is everything? Did yor have a good sleep?
Mr.Brown: Yes. The hotel is very good. Thank you for your ar-
rangement. But I think it takes a little while to adjust to the
time difference. ?
Ms.Yang: Well, it’s always the case when you travel from one
end of the earth to the other.
Mr.Brown: Ms. Yang. If you don’t mind, I'd like to meet your
manager now. -
Ms.Vang:I'm sorry we didn’t expect you to come here so early.
But Mr. Chen will be here in a moment. Ah, I think he is com-
ing. I'll go and inform him of your arrival.
Mr.Brown: Thank you.

3.Let Me Introduce You



Ms. Yang: Manager. Hurry along. Mr. Brown has been here for
quite a while. (to Mr. Brwon) Mr. Brown. Let me introduce
you to each other. This is our manager, Mr. Chen. This is Mr.

Brown.®

Mr.Brown:Hello® , Mr. Chen. Glad to meet you.

Mr. Chen: Hello, Mr. Brown. Glad to meet you, too. Sorry to have
kept you waiting for so long.

Mr. Brown: That’s all right. It’s not really long.

Mr.Chen: We have béen looking forward to your coming.
Mr.Brown: Thank you. Actually I have been looking forward to
meeting you, too. By the way, here is my name card.

Mr.Chen: Thank you. Here is mine. Where shall we start first,
Mr. Brown? Maybe I should make a brief introduction about
ny company.

Mr. Brown: That’s a good idea.
Notes
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Good afternoon. V474 Good evening. We_E 4T
QHITLI 4% .
How are you? 8 4FWG7?
How is your wife? #RIET 3041157
How is everything at home? % L — 48 {1057
QI TA,
Nice weather, isn’t it? RKRET, JEAILE?
2. Mean 10 do sth. AR 44T 3T 2L 2
3. In person: ¥ H
4. Hold sh back: i 3¢ AMEASSTF 54
5.1In sh's place: A JE A
6. Help sb. with sth: 37 05 38 A MCEEEE
7. Time difference; W%
8. FEW F A A TLA Zhit, M4 22 3040, TR T — A AU b ik 0Ky
AR MG B A AR A BAGAEARS s T 4 S0 Loy, B3
Hk, 33 FY A B R R XTI O WA
9. Hello= How do you do?
L fth AT IR0 SE A AU, PR L b R - S AEBE S, ROTRL
5% Hello, 11.7] BLi3i How do you do? ZF JHUE AU, @i & i, F&
TR E, M B GHM—,

Words and Expressions

greeting [ 'gritin] ». fT{ERE
introduction [intradakfan] n. 4
impression [ im'prefan] n. 1%
freindly ['freindli] adj . K1
polite [ pa'lait] adj . FLERAY
would-be [ wud-bi] adj. FEH



client [klaiant] ». & F

appropriate [a'prouprit] adj. GBI 15 H Y

observe [ab'za:v] wt . WME

custom [ 'kastam] » . K&

relationship [ri'leifonfip] n. % &

broadgast [ 'brodkaist] ».J 1%

announce [a'nauns] v . B

landing [ 'leendin] » . FHE

flight {flaic] » . ARHE

exit ['eksit] n. B0

luggage ['lagid3] n. 172

suitcase [ 'sjutkeis] n. FiRFH

insist [in'sist] »/. B

handbag [ 'hendbasg] n. FIEE

reserve [ri'zav] v . BiE

suite [swit] »n . B

five-star [ faiv-sta:] adij HEW

downtown'[ 'dsuntaun] » . i >

standard ['stendad] n . $RYE

comfort ['kamfat] n.&FAR

service [ 'savis] n. IR & .

arrangement [ a'reind3moant] » . ZHE

adjust (t0) [o'dzast] »i. @B GEN)
Exercise

1. Complete the following dialogues:

(A)



