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New faces

UNIT GOALS e« introducing yourself
e talking about yourself
e introducing other people

Answer these questions yourself. Ask two of your classmates
the same questions. Have you ...

« introduced yourself to one of the people in this room?
» ever introduced yourself to a customer or colleague?
» ever introduced someone else to a customer or colleague?

m Introducing yourself
n Listening #@H

Look at the photograph. Lucy Chang is introducing herself to Andrew Walsh.
With a partner, answer these questions.

1 Which one do you think is a new employee?
Which person is from Human Resources?
3 Which of these topics will they talk about?

names interests colleges work hometowns ages departments

Now listen to Lucy Chang and Andrew Walsh introducing themselves.
What topics do they talk about? Were you right?

n Language focus

a Andrew Walsh introduced himself. Complete the phrases he said.

1 My ., Andrew Walsh.
R T - Phoenix, Arizona.
3 s looking forward to ........cccceevuers eveevvceeienen. :

b Lucy Chang introduced herself. Complete the phrases she said.

1 o, Lucy Chang. ......cccoceeveeer voreruereerernennne. Lucy.
D} esseneesevensengsts USSR NSNS AR the Human Resources Department.
. in the Sales Department for six years.

"@H Listen again to check your answers.




n Communication activity

Fill in the file card about yourself. Next, work with a partner to make sentences about each other. Then join
another pair and tell them about your partner. Use the Help folder if you need to.

Name From

School/College/University/Company/Department

Major/Job title

n Culture focus

Lucy Chang told Andrew Walsh to call her ‘Lucy’

- her first name - not ‘Ms. Chang’ - her last name. RATE INTERNATIONAL

What do you call the people you work with?

Do you use the first name or the last name LUCY CHANG

with a title? MANAGER
- 28 Bukit batok close, #17, Singapore 456766

Tel 65 4669 837 Fax 65 4669 838
Email customerservice@ci.co.sp

7

\ first name last name

E ~ The situation is different around the world. Listen to three business people talking about the
_/ situation in their countries and answer the questions below.

2o

1 How are names used in their countries?
2 Do they use first names, last names or other names when they speak to people?

Unit1 New faces 7



“ Listening 60"

a Look at the photo of someone being introduced.
What do you think the people are saying?
Now listen to what the people say.

b With a partner unscramble these phrases.

Mr. Haneda, [ like | Joshua Travis | to | I'd | you | to | introduce | .
works | the [ Joshua | Marketing | in | company | our | Division | of /.
Director | of | Mr. Haneda | is | Yonegawa Industries | a | .

to [ you [ meet | Nice | .

G W N =

long | how | been | have | you | at | International foods | Mr. Travis [? ;

Now listen again and check.

n Language focus

Look at the stages of introducing two people. In groups of three, write examples for each stage.

Use your own names.

Person A Person B Person C
B introduces A and C by giving each person’s name.
B adds extra information about A and C.

A and C use the information provided by B
to help start a conversation.

SN

A tries to use C's name early in the conversation. C tries to use A's name early in the conversation.

Example:
PERSON B: Mr. Haneda, I'd like to introduce you to Joshua

Travis. Joshua works in the Marketing Division of How long have you been at ... (company)?

our company. Which department do you work in?
Mr. Haneda is Director of Yonegawa Industries. How long have you been in ...
(department)?
PERSON A: How long have you been at General foods, Where are you from?
Mr. Travis?




B Culture focus

Read these questions and find the answers in the text below. Check your answers with a partner.

1 When a person is introduced, why is extra information about that person often added?
2 Why is it a good idea to use somebody’s name immediately after being introduced?

| When you first meet someone, you may have a short conversation before

| exchanging names. However, when you introduce two people, give their
" names at the beginning of the conversation and also add information
about each person to help them talk to each other.

|

‘ If you are introduced to someone,
use their name immediately.

It will help you to remember it.

n Communication activity

Work in groups of three. Choose a business card each and use the information to introduce yourselves to
each other. Then introduce each other to another group. Add extra information about each other.

Delta Systems Inc. -

(]|

Junko Kawabata RICHARD HARVEY =
SALES REPRESENTATIVE DIRECTOR

¥ Somjai Nonchana
m FINANCIAL MANAGER

Unit1 New faces 9



Around_the off_ice

UNIT GOALS e talking about things
in the office

» talking about work places
and locations

Which picture is like your office? Do any
of these offices seem strange to you?

Which office would you not like to work in? Why? j

m In the office
n Vocabulary A s mem———

Look at the picture of an office in exercise 3 on page 11.

Label the thmgS you CAIL SCC. seeessscescseccetsescescestescastescsnsses  sescessesssssessesssssnssesesssnsansensans

n Listening 2

Sometimes you may need something but you don’t know what it's called in English.

a Listen to three conversations. What does the person want? Where is it? Draw a line.
The first one is done for you.

Ruler\ in the drawer
Hi-lite pen on the desk It's for ...

Notepad in the cupboard st for ..
Whiteout next to the paper .

Eraser next to the fax ToU SN
Calculator on the table It's a thing for ...

It’s something we use to ...
b Think of three things in the office. Explain them to a partner

using the language you heard in the listening. Does your
partner know the word in English?

In my language we call it ...

Your words Your partner’s words




u Language focus

Work in pairs. Look at the picture and use the prepositions below to
complete the sentences.

nextto in on infrontof near behind

Example: The shelfis .0n.. the wall. There is a telephone .o0n.. the desk.

1 There is a calculator ......ccceeeeieeee the computer.
2 The computer disks are .......cccoeeeeee the shelf.
3 The o 18\ swessesrenmassninsss the window.

4 The s 18! cosnonsnrarsasasisiis the computer.

5 The files are .......ccoevereurnse the filing cabinet.

6 The bookis ....ccomrereeenes the computer.

Compare your answers with another pair.

n Communication activity

STUDENT A: Look at the information on page 76.
sTUDENT B: Look at the information below.

|
You have a picture of the same office as Student A, but there are ten small differences. Can you find them? !
Tell Student A about your picture and listen to Student A talk about his/hers.
Use the language in 3 Language focus to help you. :

Your office Your partner’s office

Draw a plan of your office.
Explain your plan to a partner.
Now draw your partner’s office.

Is there anything in your office
would like to change? Why?

|

Unit2 Around the office 11



Work places and locations

North
NW 4\ NE City
N [ Outskirts
West - ——-»-—,‘T’ww—ﬁ East (] Suburbs
I\ ] Center
sw’ | s
South

Keiko Harada and Keiichi Yoneyama work in Tokyo, which is in the eastern part of Japan.
a Read about them and mark on the plan where they live and work.

' KeiichiYoneyama My home is in Tsukuba City
which is about 100 km north of Tokyo. My office
is in the outskirts in the eastern part of Tokyo.

Keiko Harada My office is in the Shinjuku
in the center of Tokyo. I live in the suburbs L
the western part of Tokyo.

b Where do you live and work? Tell your partner.

Culture focus

a In many cities around the world, companies are moving to the outskirts of the city. Many workers are
happy to live in the outskirts or in the country and drive to their new office. Is this happening in cities in
your country?

b Askyour collegues where they would like to live and work and fill in the questionnaire.

Now draw a rough map of your region.

(Would like) to center  suburbs outskirts countryside Mark their answers on the map.

live/work in the

Example: You work X X lve

¢ Where would you not like to live and work? Why not? Discuss with a partner.

12




