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An introduction to the course

Objectives
1. To give students general information about the course.
2. To provide useful strategies for studying the course.

3. To get students aware of how they will be assessed.

Part 1 General information about the course

Questionl What does CIBECP stand for?

CIBECP is the abbreviation of Cambridge International Business English Certificate Practice.
Originally BEC stands for Business English Certificate. The Cambridge Business English Certificate
is an international business English examination which offers a language qualification for learners
who use, or will need to use English for their work. Business English is the language used in
business — related situations. This course is developed from Cambridge Business English Certificate
and designed for students who are ambitious, will work in foreign related companies and will deal
with foreign communications. The purpose of this course is to develop students’ communication

skills and train them to be professional.

Question 2 Why do we study the course?

Communication is one of the most important skills in modermn world. If you are good at
communication, work will become easier to do and things will go smoothly. We study the course to
learn effective and successful business communication skills as well as to fully improve our English
level, to become professional and business — like in business situations.

After learning this course, you should be able to attend BEC test or CNBEC test to get a
certificate showing your qualification in international business English communication. It helps you

get a job in a foreign related company.
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Question 3 What do we learn from this course?

and

—1In this
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—how to
—how to
—how to

—how to

course we learn basic business knowledge and communication skills, including:
make introductions

describe your job duties and responsibilities

meet guests

entertain your guests at a restaurant

deliver a welcome speech

make and deal with telephone calls professionally

introduce your company

introduce and promote your products

describe the production processes to the visitors

describe performance, development trends and results
write emails, memos,business letters, and business reports
use office equipment or give instruction to new staff on how to use office equipment
make appointments and arrangements l

arrange business travels

arrange company meetings

arrange a conference

handle international trade

deal with business negotiation

make or deal with complaints

apply for a job

recruit staff for your company

—Some materials are specially designed for you to develop your listening, speaking, reading

writing skills.

—To broaden your view of business knowledge, this book also provides supplementary reading

materials in each unit. In this part, you can enlarge your vocabulary, improve your language

efficiency, familiarize yourself with business practice and knowledge.

Part 2 Studying strategies for the course

Question 1 How to study the course well?
—Individual work. You are expected to study hard and practice the skills as much as possible.

—Group work. You are expected to foster team spirits and cooperate with others to deal with
problems and complete your task.

—Participate in discussion actively. Share and exchange your ideas with others.

—Classroom presentation. Good preparation before class is necessary. Give presentations and

demonstrate your idea to others in class. Present your ideas to others to make yourself understood.

—Do enough practice: Listening, speaking, reading, writing and translating. Practice makes
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perfect. You can’t learn a language well without practice. The best way to learn a language is to
USE and IMITATE what you have learned in and out of class.

—Memorize as many functional sentences and useful expressions as possible. They are just like
the bricks, cement, steel and other building materials. If you want to build a house, you must have
the materials first.

—Remember you are not only a student but also a would — be employee in a company. Imagine

you work in a company. Do your work professionally.

Question 2 How to organize study groups?

—Our class is a company. The teacher is Chairman of the Board. The Monitor is CEO or
General Manager. Class Committee member in charge of study is PA ( Personal Assistant) to
Chairman and CEO. CEO Report to Chairman and PA helps CEO check all the groups.

—5 or 6 students in one group:Manager, Assistant Manager, Secretary,Group members

—Have a meeting weekly to discuss your assignment and performance.

—Have a meeting before next class to assess the quality of your work.

—Change your positions every 3 or 4 weeks. Be responsible for your work.

Question 3 How are you assessed in the final test?

—Both your individual work and group performance will contribute to your final test result.
Performance during this term will make 50% , including your presence, homework, assignment,
classroom activities. Final test paper marks will make another 50% . Final test mainly check how

well you can use the skills and knowledge you have learnt from the course to solve problems.

One word, one dollar
Knowledge plus Skill = Power
Good luck. Study hard. Make progress every day.
To learn communication skills is very useful and interesting



Unit 1 Introduction

Objectives .
In this unit, you will learn three skills .
1. How to introduce yourself.
2. How to introduce others.

3. How to fill in a registration form at a conference.

Lead in

In Business world or everyday life, we often meet new friends, partners, clients. Frequently we
will have new colleagues. When you meet people first time, you should introduce yourself to others so
that you can get to know each other well. Sometimes you are required to make a self — introduction to
a group of people in public. When your friends or colleagues meet first time , you should help introduce
them to one another so that they can get to know each other well. In some business conferences, you
are often required to register the delegates by asking them some questions. Therefore, it is very useful
and necessary to learn to make introduction professionally and it is the first step to your success in
communicating with others.

Questions for discussion ;

1. What should you do when you meet people the first time?
What should you do when your friends meet first time?
Do you know how to introduce yourself to others?

Do you know how to introduce one of your friends or guests to others?

Ay NN

Do you know how to register people if you are the receptionist at a meeting?
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Task 1 -1 Introducing yourself

Part 1 Practice preparation

Direction ; Please get familiar with the following expressions. Could you please speak them fluently?
Write the Chinese translation for each expression if necessary. Then practice in pair: Student A speaks
English and Student B speak Chinese the first round. Change the roles the second round.

Useful expressions

il

Tell people your name
My name is-*» / [ am*++ / I'm---
( Chinese : )

. Tell people the place you are from:

I am from:-+ / I’ m from*-+ / I come from---

( Chinese ; )

. Tell people your job:
I’ m an engineer / a businessperson / a secretary /a typist:+
( Chinese ; )

. Tell people the company you work for;
I work for Shineway Group / Nanjiecun Group / Shali Group
( Chinese )

. Tell people your position ;
I’ m Production Manager / Sales Manager / Marketing Manager
( Chinese : ' )

. Tell people your hobbies:

I like travelling / fishing / boating / surfing the internet / playing golf

( Chinese ; )
. Introducing oneself;

® Excuse me, I don’t believe we’ ve met. I’ m John Lee.
( Chinese )

® Hello, my name’s John Lee. I’ m here to atiend a training course.
( Chinese ; )

® How do you do? I’ m John Lee.
( Chinese; )

® Allow me to introduce myself; John Lee, an engineer from Microsoft.

( Chinese : )
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® May I introduce myself? I’ m John Lee in After — sales Department.
( Chinese ; )
I’ m Zhang Hong from Shineway Group. I’ m here to meet you.

( Chinese translation )

8. Responding to an introduction ;
How do you do?

( Chinese ; )
Happy / Glad / Pleased / Nice to meet you.

( Chinese : )
It’ s a pleasure to meet you.

( Chinese : )
I’ ve heard so often / much about you.

( Chinese ; ' )
Henry Lee has often mentioned / talked about you.

( Chinese ; )
I’ ve been looking forward to seeing / meeting you.

( Chinese ; )
I’ m very glad to have the opportunity to meet you.

( Chinese ; )
The pleasure is (all) mine.

( Chinese ; )

Part 2 Practice Models

Model 1 Introducing oneself to a group of people.
Translate the following Chinese introduction into English version orally. Pay attention to the use
of the functional sentences.

RE LS R,k AR, B2 —& TR, £ GCER T, AL
B, REMEGKRFOAR, B

English Version .

Good morning, everyone!

My name is Li Hui, from Nanyang, Henan. I’ m an engineer. I work for Shineway Group as
Production Manager. It’ s my great pleasure to meet you all.

Thank you!

Business knowledge :
Your introduction should include at least your name, the place you come from, your job, the
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company you work for, your position in the company.
When making a self introduction formally in public to a group of people, to make your

Good evening , everyone!”
“Good evening , everyone\” and so on to start your introduction and “ Thank you” to finish. “Hello”

' ” o«

introduction businesslike, you should say “ Good morning, everyone

should be avoided in formal situation. With friendly greetings you can attract listeners’ attention.

If you introduce yourself to only one or two or several new people, introduction can be made a
litile brief. In such situation you are supposed to speak clearly , fluently and correctly so that others can
hear you. Control your voice according to the number of listeners.

To make your introduction impressive, you may say a little more about your name, your home
town , and your company. You may also mention your hobbies. For important information you should
speak a little slowly , repeat if necessary.

Example <

® My name is Meng Lingchao, spelt M—E-N-G, L-1-N-G, C-H-A-0

¢ I’ m from Xuchang, which is an ancient city. It was the capital of State Wei in the Period of
Three States. .

® [ come from Xinyang, which is a very beautiful city. It is famous for Mountain Ji — gong and
Maojian Tea.

® [ work for Shineway Group, which mainly produces meat products.

e [ like travelling, swimming, surfing the internet in my spare time.

Model 2 Henry Wang meets Mr. Johnson for the first time.
Pay attention to the use of the functional sentences.

A = Henry Wang B = Mr. Johnson
: Excuse me, but aren’t you Mr. Johnson?

: Yes, I am.

A
B
A: My name is Henry Wang. Here’s my card. I’ m a friend of Michael Anderson.
B: Oh, Mr. Wang, Mr. Anderson has mentioned your name before. How do you do?
A: How do you do? Glad to meet you.

B

: The pleasure is all mine.

Model 3 Mr. Rodgers calls on David Smith for the first time.

Pay attention to the use of the functional sentences.

A = David Smith B = Mr. Rodgers

A: Good morning. You must be Mr. Rodgers.

B: Yes, that’s right.

A: Good. How do you do? I'm David Smith. Welcome to Luohe.
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: I have been looking forward to meeting you, Mr. Smith.

: When did you arrive?

: Three days ago. I’ m visiting some other companies in this area.

: Oh, really? Then you’ ve already seen something of our beautiful city. Well, let’ s have a cup of
tea together before we get down to business.

B: That’s a good idea.

> W > ™

Part 3 Practice

DIY = Do it yourself

1. Imagine you are a businessperson and make a brief introduction about yourself to your
classmates, including your name, the place you are from, your job, the company you work for, and
your position. Use “Good morning/afternoon/evening, everyone” to start and “Thank you” to finish

your speech.

2. Choose a partner and imagine you are meeting him or her the first time. Introducing yourself

to him or her by using the functional sentences.

Task 1 -2 Introducing others

Part 1 Practice preparation

Direction ; Please get familiar with the following expressions. Could you please speak them fluently?
Write the Chinese translation for each expression if necessary. Then practice in pair: Student A speaks
English and Student B speaks Chinese the first round. Change the roles the second round.

Useful expressions

1. Mr. Smith, do you know John Lee?

( Chinese ; )
2. Mr. Smith, have you met John Lee of Shineway Group?
( Chinese ; )
3. Mr. Smith, this is John Lee from Shineway Group.
( Chinese ; )
4. Mr. Smith, I want you to meet John Lee, the General Manager of ABC Group.
( Chinese ; )
5. Mr. Smith, I’d like you to meet John Lee. He is our customer.
( Chinese ; )

6. Mr. Smith, come and meet John Lee. ,
(Chinese ; )
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7. Allow me to introduce John Lee, the General Manager of ABC Group.

( Chinese ; )
8. I'd like to introduce our General Manager, Mr. Lee.
( Chinese ; )

9. Ladies and gentlemen, may I introduce/present John Lee, our financial manager? He’ s
here to give us a report.
( Chinese ; )

Part 2 Practice Models

Model 1 Translate the following Chinese into English version.

Pay attention to the use of the functional sentences.

RETFH! BEFBATRMARNABS RIS ERMA . Kk B MR RM, 1&
RACEH T RS SRR, BRI 5K A4 BRI R I UG ! 5!

English Version:
Good morning, everyone!
May I introduce Mr. Zhang Wei, our distinguished guest today, to you? Mr. Zhang comes from

Luohe, Henan. He works for Shineway Group as Sales Manager. Let’ s extend our warm welcome to
Mr. Zhang.
Thank you!

Business knowledge :

When introducing guests in a formal meeting , you should introduce them in the order of position.
Generally , introduce the guest with higher position first, and then those with lower positions. Guests
should always be put before the host company’ s leaders.

Model 2 Introducing others at a party.

Pay attention to the use of the functional sentences.

You:Mr. Anderson, may I introduce Mr. Smith to you? Mr. Smith is from America and he is the
Marketing Manager of Microsoft Company. Mr. Anderson is from Britain. He is the Sales
Manager of British Airlines.

Mr. Anderson: Nice to meet you, Mr. Smith.

Mr. Smith; Nice to meet you, too, Mr. Anderson. How Long have you been in China?

Mr. Anderson: Just one week.



