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It’s nice to meet you

Into the Unit (BE5T A\[7])

FHEAR, TTH VR 55 8B P A A B B — 3 4.
BT B B A0 5 AL KA RE . R,
BN T XA ST X Rk A R R R EE A . AT
FEAREZ )G, BXKE “IZid 75?7 (Have you had your
meal?) , % E A LTS5, SR N AFMICR, HAXRE »
A TiE Az e B TR . B0 . o 0 B £ 6]
“Z£BFJL?” (Where are you going?) i fi1Wr J5 7 fE S %%,
HX W EHANALE, RAE, XMITHTFHTRAFE |
PR N B MR, M A W B, B KA “Hi”, “Good
Morning” % B 77 ATHRE . FrLh, e SR X AT B S, THRXSET, I HNE,
B[R 7R A L6 75 T8, 2R VP9 7 AR R B AHEZ AL, . — A R BN BERKE RBM EE, LR

1.1 Listening Module (RF 1% 3])

Task One (Introducing oneself) . Listen to the recording and fill in the blanks.

: Excuse me, may I introduce myself?
: Certainly.
: 'ma_ (1) from HDC Corporation. Could you take a look at this? It’s our latest product.

: Sorry, I'm busy. I have to  (2)  to a meeting.
: May we set up an appointment?
: OK. Please speak to my (3)

S m<Z ™

Task Two (Greeting and introducing) : Listen to the recording and fill in the blanks.

: Have we met before?

: Yes, I think so. It was in New York. That was (1) years ago.

F
M
F: My name is Lily Wang. It’s _ (2)  to see you again.
M

: Nice to see you too. Please call me Jack. I work in the Sales Department.

Task Three (Greeting between colleagues) : Listen to the recording and fill in the blanks.

Unit 1 1




: Good morning, Mr. Braham.

. Good morning, Miss Roberts.

: Howareyou (1) 7

: 'mvery (2) , thank you. And you?

: I'm (3) too. It’s nice to see you again.

EmZEZmZ o

+ Nice to see you, too.

Task Four (Talking about the weather): Listen to the recording and check () True or
False.

True , False

1) Today’s weather is not good.

2) The man likes rain a lot.

3) There is too much rain here in summer.

Task Five (Talking about one’s hobbies) : Listen to the recording and check (/) True or
False.

True False

1) The man likes taking photos.

2) The man thinks it’s easy to take a good picture.

3) The woman has been collecting stamps for many years.

4) The man has a lot of good stamps.

Task Six (Talking about one’s plan) : Listen to the conversation and complete the following

notes using one or two words from the recording.

1) The lady is going to Britain
2) The lady has already booked the .
3) The lady will stay in Britain for about

4) The lady asks the man to her in Britain.

5) The man wishes the lady would have a nice trip and enjoy her in Britain,

1.2 Speaking Module (1B &%)

1.2.1 Practical sentences (R )

Introductions

< Would you please introduce yourself?
< May I introduce myself? My name is James Bond.
< T'd like to introduce myself. I'm Jenny Lee,
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< Let me introduce myself. I'm Jack Jones.
< May 1 introduce you to our manager, Mr. Li? < Jane, I'd like you to meet our managing

director, Mr, Bruce.

Formal ways of greeting at first meeting

< How do you do?
< Pleased to meet you,
< Glad to know you.

< Nice to meet you.

Informal ways of greeting at first meeting

< Good Morning!
< Hello!
<& Hit

Ways of greeting between friends

< Hello! /Hi!

< Morning/Good Morning!
< How are you doing?

< How'’s it going?

< What’s up?

Small talk

< 1 haven’t seen you for a long time.

< How was your flight?

< Did you have any trouble getting here this morning?
< The weather is beautiful, isn’t it?

< It’s a lovely day, isn’t it?

< How is your work in the new branch?

< What do you enjoy doing in your spare time?

< What is your hobby?

< Did you see the film last night?

< I wonder if you’d like to join our football team.

Unit 1
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1.2.2 Pair work (GGE4&3])

Task One: Look at the conversation below in which two people first meet. Work with your

partner to put it into correct order and practice it.

Student A Student B

1) You are Jack Dawson, aren’t you? A. Yes, I'm. Nice to meet you.

2) Nice to meet you, too. My name is Lily Wang. | B. I'm from Atlanta, Georgia. What do you do
Where are you from, Jack? here, Lily?

3) I'm a sales assistant. C. And how do you spell your last name?

4) It's W-A-N-G. D. OK. It was nice meeting you, Lily,

5) It was nice meeting you too. Have a nice day. E. Thanks. You, too.

Task Two: Look at the conversation below in which two colleagues meet. Work with your

partner to put it into correct order and practice it.

Student A Student B
How are you, Jack? Fine. And yourself?
Pretty good. How is your job going? It’s going very well.
Have you met Gina? No, [ haven't.
Then, let me introduce you to her. Thanks. I'd like to meet her.

1.2.3 Group discussions (Z/NHITiE)

Task One: How should you greet English-speaking people? What are the common greeting
ways within your culture? ‘ .

Task Two: What are the right topics for small talk with an English-speaking person? What
are they in your culture? ' _

Task Three; What should you pay attention to when making introductions?

Hints.

< Introduce the younger to the older or vice versa?

<% Introduce ladies to gentlemen or vice versa?

< Introduce the junior to the senior or vice versa?

< Introduce a less important person to a more important person or vice versa?

Task Four : What names should you use when making introductions? What are the common
sentences used in making introductions?

Hints:

< First name/given name

< Last name/family name/surname
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¢ Nickname

< Full name
1.2.4 Business speeches (B % &)

Topics for English speech

Ask students to make a two-minute speech on one of the following topics. Before making the
speech, they should write an outline within one minute.

< First impressions count.

< How to greet Engli.sh—speaking people?

< How to make small talk?

A Sample Speech
First Impressions Count

What are you really selling to your customer, wherever
he or she is from? Is it your goods, your company, your
service? Not really. The most important thing you are selling
is yourself. Think about it. You are the face of your
company. You are the person your customer meets face to

face. You give the impression of how good or trustworthy

your company is. So the first meeting is very important.

What can you do to sell yourself better? Firstly, your
appearance is important. First impressions are lasting impressions. Your style of dress —
smart, organized, ready to work, business like. Your body language — open, welcoming,
friendly, trustworthy. The words you use and how you say them — welcoming, confident,
assuring. All of these things together say, “I am a person you can do business with. ”

If you think that is all you need to do, you will soon lose your customer, as he or she
will see your impression as an act. You need to follow up with results, and produce the
goods for your customer. You need energy and enthusiasm to show a sense of responsibility
and be ready to meet the customers’ needs. This will ensure that you not only win the
customer, and give him or her a feeling of confidence in your company, but also keep him or
her with your company. This is what good service is all about, but it all starts with that first

meeting, and how well you present yourself. Make a good impression.

1.2.5 Working out solutions (& 774138)

Task One: You meet someone very important to you for the first time, and you are told his
name. However, the next time you meet him, you unfortunately forget his name. How
will you deal with the situation?

Task Two: You are an American working in China. When you make friends with Chinese
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people, they always ask you these three questions. “Where are you from?” “Where do you
work?” “How much money do you make?” The first two you may be happy to answer but
the last one really annoys you. How can you explain this to your Chinese friends?

Task Three: You are a Chinese student and have been studying English for ten years.
However, your spoken English is not good, and you really want to improve it by talking
to native English speakers. Unfortunately, you do not have any friends of that kind. How

can you approach native English speakers and make friends with them?

1.3 Reading Module (FiEER)

1.3.1 Business reading one

Pre-reading questions:

Do you think it is important to greet someone you meet by name? How can you remember
the name of someone you have just met? What can you do i f you have forgotten the name of
a person who greets you by name? Have you ever had this kind of problem before? Howdid
you solve it?

- Names and Greetings

Remembering names is a good way to get ahead at work. There is nothing as pleasant as
when someone you have met just once before somehow remembers your name,

Do you have trouble remembering names? One helpful tip is to get the business card of
any new person you meet and make notes, right on the card, or attach the card to a large
index or address file card and make symbols on the card. Include the date you met, any
distinguishing physical features that will help you to remember that person, such as height,
hair color, build, and any other notable things, such as town of birth, college attended, or
hobbies. But keep in mind that others may have access to your card or address files, so be
careful in your descriptions and symbols about clients or business associates,

Another way to remember names is to make a clear association between the name or face of a
new person and to write that association down, or memorize it. For example, someone by the name
of Jim Peters may be tall and thin. The association that comes to mind might be the tall and thin
Peter of Peter, Paul and Mary, the singing group from the 1960s, so you remember the name Jim
Peters for ever more. Or for Lila Dempsey, who is quite active and energetic, you might remember
her last name because she brings to mind the energetic fighter Jack Dempsey.

What will you do if you see someone you are supposed to know whose name you have
forgotten? Try to avoid saying, “Forgive me, but I don’t remember your name” and instead
take a moment or two to ask questions that might help you remember the name by
associations. For example, you might say, “So nice to see you. What are you up to these
days?” That question might lead to an answer that helps you put the person in the context in

which you know each other and helps trigger your memory about how you know each other
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and what the name is. For example, you run into someone at a store near your company. She
says hello to you by name, and you are at a loss what her name is, let alone how you know
each other, Your question about what is new results in this answer, “They are transferring
me to a new library. ” Obvious follow-up question on your part: “Which one?” “The
reference library in the second building,” she answers. Then you know she is the company
librarian you have seen from time to time; her name begins to come back to you as well. “It

is so nice to see you again, Jane. Good luck at the new place. ”

Vocabulary help:

index n. ¢ Gl business associate R A ON
file n. SR association n. BeAE
symbol n. 21E memorize . w2t
distinguishing a. BER energetic a. 3
height n. BE:EE context n. FE; FTFX
build 7. BRI trigger your memory MRtz
notable a. HIEFEER run into B

hobby n. 238 be at a loss AH R
keep in mind #ig let alone WA
have access to HIgHEA transfer v. s

client n. xR librarian n. EBEH R

Exercises:

1) How can you remember the name of someone you have just met?

2) According to the author, what will you do if you see someone whose name you are
supposed to know you have forgotten?

3) Have you ever had this kind of problem mentioned in exercise two before? How did

you solve it?
1.3.2 DBusiness reading two

Pre-reading questions:
Why do people make small talk? What i f people fail to make proper small talk? What should
people pay attention to in making small talk? What are the suitable and unsuitable topics?
How to Make Small Talk?
Small talk can help establish a relationship upon which you can build. As a matter of
fact, the significance of small talk goes far beyond the relationship to one’s boss.
People who fail in the art of speaking a lot without actually saying anything find it

harder to cultivate relationships in the workplace. They need to cultivate their ability to make
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small talk frequently, which is an essential part of networking.

However, not everyone is good at small talk. It takes skills to pick the right moment
and the right topic with which to start a conversation. There are plenty of topics, although
some are not suitable for informal chat.

Talk about topics that are of mutual interest and appropriate in a work setting — business
small talk — everything from general business trends to art, opera, music, movies, theater,
sports, or best-selling books, especially if you are talking with someone outside your
company with whom you hope to do business. Stay away from controversial or emotion-
charged topics, such as politics, religion, women’s rights, as well as specific questions about
someone’s income or the cost of their house or rental. You do not want to seem nesey or to
get into heated arguments that may turn your potential client or customer away from working
with you because of some of your ideas that really have little to do with the business at hand.
For example, you might get into a heated argument over vegetarianism only to discover the
seemingly conservative businessman you are talking with, and hoping to do business with,
had given up meat, fish, and chicken two years before. You are really not all that much

against vegetarianism, but the damage has already been done.

Vocabulary help.

small talk [ Hii best-selling a. 745 )
establish a relationship Bl FBE controversial a. HHUE
significance n. )= 4 emotion-charged a. RIS
cultivate v. B3R specific a. HER
workplace n. TAESER rental 7. e
frequently ad. e Hh nosey a.. TR
essential . WER heated arguments b Gl S E 8 7oA
chat n. /v. Bk potential a. WIEN
mutual interest HAHAE have little to do with H...... Tk
appropriate a. E=1:0] vegetarianism n. ZFB8EY
setting 7. TE R

Exercises:

1) Why is small talk so important?

2) What if people fail to make proper small talk?

3) According to the author, what kinds of topics are suitable for informal chat?

4) According to the author, what kinds of topics should we try to avoid in small
talk?
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1.4  Writing Module (S4E351)

1.4.1 Writing skills (B{E#15)

i34 3] (Language Review) (—) : 3ERIA1HA

“PERRRRLN S ARG BRBAVBEZE A EOCGENSE . HRERMIGESEY
ML ERE A S EHNR LR, BMBCEHEXAERAN ISR AN S XES
YEFER B FHFRIBEIE-TRABEENES. FEFENBICCERNESHN, 015
WHE R ANR,

1. 9%

IR SR A SRR M FMBOTR,, XEHERE A FEWE BB, 305 26,
F 51 R SCiR M A R A

S ERA L R AN

(1) A (noun, BE N n. ) , RABYHIZFR. U:salesman, shipment, warehouse,

(2) Hid (pronoun, GEE K pron. ), FINRAEF KA. M:you, her, I,

(3) A1l (adjective, B H K a. B, adj. ), AR B4 iR LiE. 0. perfect, unique,
graceful, :

(4) ¥iF (numeral, 455 4 num. ), W : four, sixty, ninety,

(5) BhiFA)(verb, FE R v. ), L — M IMERR BN E —HFRRRFE RS . W operate,
hire, change,

(6) BIli7) (adverb, 45 5 X adv. ), FAXRE A 3hiA. B F1AR S — 813, . usually,
angrily, truthfully, FB1RN&A LA MAK.

(7) &if}(article, 485 K art. ), :a, an, the,

(8) 4 (preposition, 45T K prep.) , RA—MASBE N ZARZ AN LT, .
of, for, to,

(9) 7% i) (conjunction, 4§ 5 2 conj. ), Fl ¥ % B iR & 5] F. . and, but, although,
or, yet,

(10) JB&MA) (interjection, 455 K int. ) , BiAAFEYE . f:Hey! Hello! Welll,

. HiE B A AE AR T ILANAREEISE, I study BE BT & F3hi4), IR 01 J& T 4% 17) ; fast BE
A )R FIE 1A, I 7] /8 T 8liA ; for BER] )& F A8, OF el J& F %A .

2. a]F A

—ANEa] F — it e BT ER 4 R, BP 3B R 4> (subject group) 18 iE ¥ 4> (predicate
group), 0

(1) The people voted.

(2) Mr. Smith retired.

L iAB A F A The people F1 Mr. Smith & FiEER4), voted Fl retired BRI iEEEST o

H}F B4 (members of the sentence) &) FHiE—E I REMA RIS . A FHEANET
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