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FHEHEMOABTEUNTHA:
Part 1 Practical Listening and Speaking( 5% Ff Wrik.)
HERHGBTHEFRLAR KHE> W THEGE—RING, GERFIFEFAR

0T - A ——GRIT AT ) A i R0 RPB 3R, BT & DI %, ik A
EEBART ARRARE, 2T HAFRE LTS EECAARIBARALGT
S BRI I ACE R h F R 400 4T T AL 60 Rk, B R KSR 4 52 Mo At R
®ix,
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1) Word study

S GG AL R b) FRA ZE, TAE AT AW Gt M4, TRREE
SIELHTE,

> oEY S ERZAT, TR A R 2 K R RILHE,

> LALLM AL AFR.EABSEAL, R BEAERBTHE, T
Foa B A ERE 4T FAFIETUABREASR Y ZTHATRA,

> HE LA KHEHRERM R ZH LWL F I ok, K FREH 555, A4
sTrE e R AR £, I F AR A EL TR L AR FIAL.

2) Functional listening

SR A WG B—MANTTE, KRS THOEI B LR R AR TRl ERM. F
4 Epdet , SR BFEN—E AR FF T AR, EEMLS,

& D E 2 XIS W ML T A R A 2B A A,

LM EHRS TG T REBEAGHRE LKA RBITRE, AL
24 STEREHMOR B LRERESGRFLENEKL,

B SRR A 6 A AT SR B A, BOR R AL AAATEE §
Az 8 ER T VA BEAT I 40 00 R,

ARG S5 RSB B T LA S ERART AR AR RT R, RHE L AR,
LA KT BARAA,

3) Language check

& F A UG FARTFANGESETARGRGNE, A aB4T A,

> iEU L S BR M ATRE  BAER SR TR Nk A B A
RAES R AL, B B R A A K,

> 5 E ML K B %A A § =3 4" A (Functional listening) 34 4, R 514
TR, B, IZHR MR ESM B,

FAAC I T T
Rl



> 5o, 5 AR, RN A 3R A RM AR T IR THRETHX LR
BT F B,

4) Controlled practice

S AN ZRESHAMBH B RR R EAFMRT LB H o f 350 H
(Functional listening) & £ 5|, /& K £ 5 B 6995 A1 A4

S OEU G FETARBRFRT LIRS, R —FEBEAHROR R OELK
Ao

P ERMTEMF R B (BATEIAEFTFT T,

> X FRM M T A A o iE A, A A TRSHRE A

> ML UREIHXEDRNRERM B AR S, 7 BN 4 LM EiEH

1% R

5) Business culture

G HNGE: I HXEBRT AT LR, EEESHREAE,

& DEY 4 ETZAT, T A B A P A R X R 2B 4,

>EAMPENEARS R ABRT, FARE ZFRIMEFHFEBERZINAZ

oL N

> XM RS RNEUARFFRRBR I EFH L, FEAH 2E4 T,

> ELH AR TR ER AL K ARER, AL AFRAFH—KE A,

Part 2 Business Speaking( 4 0 i&)

Ao B LR AH AR 0B D 4, MR I 4 64 Y] 2 TT 46 5 i3 98 B F- IF ARG DI
%, RERAN AWM TALRE, IMBRXANFE. FNA AELE. MATRE., FRAK
FGIUBEERREHEINR AFHE., FAMHI R ARESFEM, b FAERET
REMAEB ST RALHBTHABREH,

1) Pair work

> DEN S RIBBEABRGT X, #—F A E k6 A,

> M. R BSIEMR, B BRI,

> KB ZH B GH X AR B A F TR G 4, L5 e LIFMRIR,

PHESEH AEAR ANEBERAR—,

2) Role play .

> oENGg RBRACRFEHX, TAARSNMALE, REAHB S AR AL

%, W51,
> LA TARERS (BBIOALET ST FARBREHEEABR LT T
A E B Smin, BARRAG T AN,

> K FRME B ERgRGH XAF ARG %5 B & L, Zaptf LIRMIRR,

> AL A XS AR B LR, FEFRME,

Part 3 Listening Practice( Wy J7 3% BE il 4k)

¥t FE -Gy RS HTHRBAEI %, AMERFARRGRS, T
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*ﬂ"H’k% BaRESEM,. 4 BXEEEH, RUETFAEREBREGITAKRE, BeTLY
&k R B A H £ 5% X (G . BEC.BULATS. TOEIC %) #4F L2 4,
Part4 Time for Pleasure(2fH—2%1)
AEHHBING T HES, T EHBREY CHRTAM  HUAL b LE RF
A, AFENLERRGORHLAR, 1 ET T GB%RE,

AL ERGRA:

Part 1 Practical Listening and Speaking( 32 B Wrik.)

Word study

451054, BIFTALAN—FRAELF A, EFETMT LA, £F40EAR
BAFe &, Tib A AR ARIALAT, REBV; LZ, W TR AEFNT AU 4,
shit g4 T,

Functional listening

# L 10~15 44, &7 Tw(#?«%.l:ﬁiﬂ‘flﬁliz%&}ﬂ BASAS. BRITHITLE
e R Bk, M HAHTARKEA EHRAHH,

Language check

k1054, BIFTURBFANGKFIEERNERSAE. BFLDEFELBK
0455, W) ST AR AR R BT 1) s R 2, M 3R 4% H‘J'IEJ Tk, ZARR QR SF AR}
HRERA X AEX,

Controlled practice

2 10 247, 2 TVURBRR A W fo 2 £ KF R B A,

Business culture

#1054, BT TUAAREFAERIRFRS AL

Part 2 Business Speaking(# 4 0i&)

Pair work

%515 54, XRSHAAMNERMTE —F o TALES O RFHR RGN, A
REFAARATSRARBRECFEFHGE,

Role play

29% 15~20 4F. KRS HERFTRALEFLELEARE. AREDFTRERRYE
:t. VA SRR, EBFAREF DK, RIFLEEREFAEAXBRARL

5\-

Part 3 Listening Practice(BF 1 %% ) :

B E30SHINRELT, BIFTARATHNGERELEAR. CTAFRER
ARG RBARS RS

Part 4 Time for Pleasure(3#—%1)

$HES S, BRSARPIFTTUILFARERT

4 1 #HEHEH



ATHFEHEIFER ABERETRABLGBTAE, BFLLHEIFA S & K
FEB:F R RBFRAVGHEZH SR ZFHHF Key to exercises, f8 b2 4 £ A1
ST ERETRENAE, SNGEBARLEXTFAFER—ATSERN ERAFEY
BFELEH,

AHEE - EOH R ETEFETARLFEHRE, FTARALT G TS LAE
—ZHSEAMERRANELEAL RS, EAHF W FE T2 AK., £BFHK
EHF 4 K John Parker F X BB H L, AMmARES —MBE LA H LH5H AT
XU EI R TG ATE S e R EHIT,

AHREBEER T AT EAHBIIZFT HRF) BHRIEEEFLEX
F) HFHR(LEMH S FRHFEEFFR)  ERSHB(LEHEFFRF) R HRE
BRERMALBER ANENTRFHFRELR) A ALHR(FSFEELEDOF
NEAFRATIHARF)IFSLEEBERPASEERFR LG LHE, £ b— It x1e
A& T R o Bt
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Abbreviations

abbr.

ad.
AmE
BrE
e g.
esp.
etc.
fmi
infml

int.

para.
pl.
prep.
pron.
sb.
sth.

UL,

abbreviation
adjective

adverb

American English
British English
for example
especially

et cetera (and so on)
formal

informal
interjection

noun

paragraph

plural

preposition
pronoun
somebody
something

verb.

intransitive verb

transitive verb
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Unit Goals

<> Greeting and introducing yourself

<> Greeting colleagues and introducing other people

<> Using appropriate names and understanding introduction etiquette
<> Recognize similar vowels

<> Dictate how to ask about jobs

<> Understand greetings and introductions

Part 1 0 Practical Listening & Speaking

) Word study

Work with your partner to fill in the blanks using the words on the left. Listen and
check your answers.

ﬂast name \ 1) We are looking for someone to fill the new ‘
sales coordinator | 2) Our manager is on a this week. He won’t be

back until next Tuesday.

assistant 3) I'm in charge of the

accountant 4) The is usually put after the first name in
English. It’s the same as the family name.

head office 5) How many are there in the company?

supervisor 6) Our is in Paris. 300 people work there.

Marketing 7> I'd like to introduce you to Mr. Wu, our

Department He is in charge of the Sales Department.

Lemployees ) 8) My is Marketing Manager.



business title N\ 9 I work as an to the Marketing Manager.

Sales Manager 10) An is usually in charge of finance.

business trip 11) He works as a at a factory. He supervises the production.
position 12) When will the come to our company?

(® Functional listening

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

Jack:

Lily 2
Jack:

Lily:
Jack:
Lily:
Jack:
Lily:
Jack:
Lily:

Jack
Jack:

Good morning, I'm Jack Jones. I'm the new

D from the head office.

I'm Lily Wang, and I'm Sales Assistant. Pleased to meet you.

Nice to meet you too, and call me Jack, please. Sorry,

2) 4

It’s Wang. W-A-N-G. Where are you from, Jack?

I'm from Atlanta, Georgia, but I grew up in South Carolina. What about you?
I’'m from Shanghai.

I see. 3) , Lily?

Six years. I was in the Marketing Department for 5 years. Now I'm in Sales.

Wow, that’s pretty long.
Anyway, 4) . If you

need anything, just let me know.
Sure. Thank you.

See you later.

See you.

Task Two ( Greeting colleagues and introducing other people ): Listen to the

recording and check (/) True or False.

1) Mike Song’s position is Sales Manager. i ]
2) Mike Song has just come back from a

holiday. ] 5]
3) Jack Jones is from the head office. ] 7
4) Mike Song’s trip was not good. ] ]

2 1
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(® Language check

Work with your partner to complete the following conversations. Then listen and
check your answers.

Task One: First contacts

Introducing oneself and asking about someone’s last name

to meet you. I'm Jack Jones.
Nice to meet you, too. My name’s Lily Zhang.
: Sorry, what’s your ?
It’s Zhang.
: How do you it?
Z-H-A-N-G.
Asking about someone ’s hometown

R e g

E. are you from, Jack?
M: I'm from Atlanta, Georgia. you?

F: I'm from Shanghai.
Asking about someone’s job

M. Shanghai is a great city. So what do you here, Lily?
F: Iam a sales . What about you?

M: Iamthenew Saless . How long have you been here?
F: I have been working here for six years.

M. That’s

Offering help

F:. Yeah. Well, if you need any , just let me know.

M: ; OK. Thanlgsl;

Task Two: Further contacts

F: It’s good to see you again, Jack.
?

M: , thanks. And you?

F. . How is your going?

M: It’s going well, but I'm very busy.
F. How is your in Shanghai going?

M: Fine. Everyone has made me feel very :

e 13




F. OK. I'm afraid I have to work now. I will see you later. It was nice
you again. Have a nice day!

MalHURe dotJ00. L

Task Three: Introducing other people

F. Have you Mike Song?

M1: No. I haven’t. I'd like to meet him.

F: Let me you to him. Mr. Song, this is Jack
Jones from our , and this is Mike

Song, our Sales Manager.

M2 » Mr. Jones?

Ml. » Mr. Song. Please call
me Jack.

M2: And please call me Mike.

(® Controlled practice

You are a new employee, and your partner is a sales assistant. Work together to
make a dialogue based on the following flow chart (i #2 ). Listen to the
recording of a model answer, then repeat it.

YOU — Peter Brown YOUR PARTNER — Jenny Zhang

Greet and introduce yourself.

Greet and introduce yourself. Ak S BBt

Say you are from New York.

; k about his trip.
Ask her to use your first name. greeon e 1R

Say the trip was pretty good.

; ; 11 last name.
Ask about her last name and its spelling. Spe ol Tt

Say you are Sales Assistant.

£ dbpa Bet 0b, Offer your help to him.

Say ““ thanks” and end the talk. End the talk.

4 1 Unit 1 Niceto meet you



(@ Business culture

Task One (Using names ) : Before you listen to the recording, work with your

partner to answer the following questions.

1) How do you address the people you work with?
2) How do American business people address each other?
3) What are the traditional Chinese customs for addressing each other?

The customs for addressing each other are different around the world. Now listen
to three businesspeople talking about the situation in their countries and find out
how names are used in their countries. Listen and check (/) True or False.

True False
1) Leo Zheng says most people in the office call him “Mr. Zheng”. ] %]
2) Susan Bryson says everyone in the office calls her “Ms. Bryson”. & []
3) Heiko Schaefer says most people in the office call him “Mr. J ]

Schaefer”, but he doesn’t like it.

Task Two (Introduction etiquette) : Work with your partner to answer the following
questions. Then listen to a short talk about introduction etiquette (#L4%). Some
important words are missing from the passage. Supply the missing words.

1) Should a male (B #:) be introduced to a
female (Zc ) or vice versa (L ZIRR) 7

2) Should a younger person be introduced to an
elder one or vice versa?

3) Should a junior (5%} employee be introduced
to a senior (ZRAHEHD one or vice versa?

CBE |
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Introduction Etiquette

When you first meet someone, you may say something before exchanging . For example,
you may use such expressions as “ ”, “Nice to meet you” and “How do you do?”. However,
when you introduce two people, you should give their names at the of the talk and also

add information about each other so that it will be easy for them to have a conversation.

You should also remember that a male should be introduced to a female, a younger person
should be introduced to an elder one, and people in junior _ should be introduced to
those in senior

If you are introduced to someone, use his/her name immediately. It will not only help you
remember it, but also make you appear and professional (BR\k 46D .

Business Speaking

() Pair work

Task One: Read the conversation below in which two people first meet. Work with your
partner to put their responses in the correct order and then practice the conversation.

pr D
i \
e S, A
i %;w
= J\
g
¢ &

(e
)
Y

(

AR,

=

i
i
i

1) You are Jack Dawson, aren’t you? A. And how do you spell your last name?

2) Nice to meet you, too. My name is Lily B. Yes, I’'m. Nice to meet you.
Wang. Where are you from, Jack?

3) I’'m a sales assistant. C. OK. It was nice to meet you, Lily.

4) It’s W-A-N-G. : D. Thanks. You, too.

5) It was nice to meet you too. Have a E. I'm from Atlanta, Georgia. What do
nice day. you do here, Lily?

6 B Uil Nicesomove vou



