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Unit One Introductions #4EA48

B M fu H

A&

Greeting and responding to
greetings

How do you do? /How are you?
How’s it going? /Hello. Nice to meét you
Hi. /Good morning/afternoon. ‘

Introd,u“cing‘ oneself

My name is - I'm here to see -+ '
I'm +-+ T’ve arranged to see -+ ' i

P’m in charge of -

I’m responsible for «-- .
Let me introduce myself.

Introducing other people

May [ introduce ++-/T’d like you to meet -
Have you met «*? /Let me introduce ***
This is *

Asking for personal details

What’s your name, please?

May I have your name, please?
How do you spell that?

What do you do?

Where are you from?

Describing people

hair; long, short, fair, dark, straight, wavy,
curly, red, brown, black, blonde, dyed
eyes: brown, grey, bliie, green
ace; oval, round, square, long, red cheeks, nar-
row mouth, thin lips, wrinkled
age: young, old; middle-aged
early)teens, twenties,
mid >thirties, forties,
late )fifties, etc
body: thin, fat, big, tall, short, well-built,
broad-shouldered - -
nose: long, large, flat

Describing responsibilities

secretary, sales manager, export manager, per-
sonal assistant, office manager, executive, manag-
ing director, receptionist




Practice 1

For each question, you will hear a dialogue, or a speech. Choose the suitable picture

or fill in the blank.

(1> Who comes for an appointment?

A. Mary O’Neil B. Stephen ‘La‘mbert C. Stephen Landor

(2) Which department does Mr. Snow work in?

ot lates “ P
Departmend 24 Peperinent|

1@ § i) ©

A. B. - | C.
_(3) Who are they?
Ali¢e King

Tom Brown

(4) Which country is the guest from?

NV Z= BE F»
EZaIN 2

A, ' B. C.
(5) How to spell the surname? .

A. T-l1-v-i-n B. I-r-v-i-m C. T-r-v-i-n




(6) Where are they?

A.

(7) Names
Ms. Brown
Ann Nicol
Victor
Roger
Ardis
Timothy

(8) What does she look like?

B.

Jobs or Responsibilities

19

-
o
<

A.

B.

(9) How to recognize Mr. Quitman?

’\\

W)

N W

He’s in his

early sixties

mid forties

teens

dark hair

has
blonde hair

fair hair

very tall

rather short

not thin

sun glasses

with
a hat

a tie




(10) What sort of employee applicant does the company recruit?

Job Education Experience Language Knowledge
university good command | of
degreein | in joint-venture of

Practice 2

Listen to the two monologues and choose the correct one to complete each state-
ment.
Monologue 1
(1) Samuel King is A a salesman.
B. a sales manager.

C. a sales manager abroad.

(2) Very often he travels to A. London.
B. Singapore.
C. Egypt.
(3) He is a(n) A. American. ,
B. British. _
C. Australian. . N
Monologue 2 “,-;'{J
(1) Janice McArthur Workhs'éifor A. an international company.
e 1,:‘ B. an international telephone corporation.
C. a telex and fax company.
(2) Every day she works at A. recebtiori desk.
B. telephone exchange room.
C. executive office.
(3) She enjoys the job because A. she enjoys meeting people.

B. she enjoys going all over the world.
C. she enjoys dealing with visitors from differ-
ent places of the world.
(4) She has difficulty A. delivering daily mail.
| B. understanding telephone calls made by foreigners.

~ C. receiving telephone.




Tapescript

Unit One r
Practice 1
(1) Dialogue
Secretary: Good morning.
Visitor ; Good morning. My name is Stephen Lambert. I’ve made an ap-
pointment with Ms Mary O’Neil at eleven.
Secretéry; Let me see. What was your name again?
Visitor; Stephen Lambert.
Secretary: Okay. I’ll phone through and tell her you’re here.
(2) Dialogue .
Sales manager: How do you do? I’m Peter Snow, sales manager in this compa-
ny.
Customer ; How do you do, Mr. Snow? It’s nice to meet you.
Sales manager; Nice to meet you, too.
Customer I’ve heard about your new product of plat-form shoes.
May I have a look at them?
Sales manager: Of course. oo
(3) Dialogue
David: Alice, I’d like you to meet Tom Brown, our new export manager. You
haven’t met each other before, have you? . .
Alice: No, not yet.
David: Alice, this is Tom Brown, our export manager. Mr. Brown, this is
Alice King, one of our long-term customers abroad.
Tom: How do you do, Ms. King? Nice to have you with us.
Alice: How do you do, Mr. Brown? Pleased to meet you.
(4) Speech
[.adies and gentlemen :
Today, 1 feel very much honoured to have so many distinguished guests
with us. First of all, I’d like to introduce to you Simon Martin, managing direc-
tor of IST International Corporation from the U. K.
(5) Dialogue
A; Good morning. May 1 help you?



B: Good morning. I'd like to see Mr. Chen just for a moment. I’ve got some-
thing urgent to talk to him.
A: May I have your name, please?
B: Matthew Irvin.
A Could you please spell that out for me?
B: Yes. M-a-t-t-h-e-w, Matthew, and I-r-v-i-n, Irvin.
A: Just a moment, please.
(6) Dialogue
: Excuse me. Are you Mr. Park?

>

Yes, that’s me.
: I'm Ward Sharp, Mr. Standley’s personal assistant.
Oh, good morning. Mr. Standley told me you would meet me.

>

: So, did you have a good flight?
B: Not bad.
(7) Dialogue
A: Good morning.
Good morning.
: Are you Ms. Brown?
Yes, T am.

: You must be the office manager. I’'m Ann Nicol, the new typist.

> PP

: Nice to see you. Well, let me introduce our colleagues here: Victor, he’s re-
sponsible for financial affairs; Roger, our design expert; Ardis, secretary of
the managing director; Timothy, he’s in charge of sales and marketing.

(8) Dialogue

A; What does she look like?
B: She’s in her early twenties and quite tall with shoulder length straight red
hair and blue eyes.

(9) Dialogue

A: How can I recognize Mr. Quitman when I meet him at the airport?
B: He’s in his late fifties, has grey hair, quite big with glasses.
(10) Dialogue
A: I heard that your company is inviting applicants for some positions.
B: Yes. We need accountants. The requirements demand university degree in
related field with minimum 3 years work experience in a joint-venture, and

good command of spoken and written English, as well as knov’vledg‘e of PC




application. They should report to the accounting supervisor.
Practice 2 )
(1> Monologue L {

My name is Samuel King. I’'m an area sales manager. Most of the time, I go
travelling to the Far East, such as China, Japan, Singapore, and the like. The rest
of the time, I spend in the office in London, answering inquires from customers
about sales and planning the next trip.

(2> Monologue

My name is Janice McArthur. I’'m a receptionist and 1 deal with daily mail and
visitors. I also send telexes and faxes. As the company I’'m working for is an interna-
tional corporation, meeting people from all over the world is quite an enjoyable part
of my job. Very often, I have to struggle to understand the callers when 1 answer

the telephone.

- Key
Unit One Introductions
Practice 1
(LB (@B
(3) Alice King long-term customer abroad
Tom Brown new export manager . .
WA GYC A
- (7) Ms. Brown office manager .
Ann Nicol new typist
Victor responsible for financial affairs
Roger design expert ‘
Ardis secretary of the managing director
Timothy in charge of sales and marketing
(8) A

(9) He’s in his late fifties, has grey hair, guite big with glasses.

(10) accountants, related field, minimum 3 years work experience, spoken and writ-
ten English, PC application

Practice 2

Monologue 1  (1DC (2)B (3B

Monologue 2 (DA (@2)A @G)C (@4)B



Unit Two Using the Telephone FiH i

B - < I

Answering the phone

B A R

.-+ Company. Good morning. '

-++’s office. Can I help you?

May I know who’s speaking, please?

Could I have your namie, please?

Can I take a message?

I’'m sorry - is not available at the moment.
I’m afraid :++’s line is busy right now.

Making a phone call

My name is ***

I’'m from ---

I’d like to speak to +:- please.
Can I speak to -+ please?
I’'m calling about -+-

It’s regarding/concerning **
May I leave a message?

Giving and interpreting
numerical data

My telephone number is -
My address is ***

The file number is *-*

The invoice number is *+-
The room number is *--;

Exchanging simple
[=] (=] r

information

Taking simple message

May I leave a message?
— Of course/Certainly.

Can I take a message?
— Yes, please.




Practice 1

Listen to the telephone conversation. Write down words or numbers in the spaces on

the forms below. ‘ .
Message (1)

From;
For.
Message ;

Message (2)

From; Name:

5

Company :
For: ' e
Mobile-phone Number

Message (3) .

From:

For:

Telephone Number:
Message

“ . . ' N

Practice 2

Disten to the message in the answering machine. The information you should note
down is. . '

Caller’s Name:

Company : oy

Date of Arrival:

Time of Arrival.

H0t61:



Companion’s Name
Room Number: «

Telephone Number .
Practice 3

Listen to the telephone conversation and choose the correct one to complete each
statement.
(1) The amount on the bill is A. £ 489. 34.

B. £589. 34.

C. £589.43.
(2) The actual amount the caller thinks is A. £489. 34.
B. £589. 34.
C. £589.43.
(3) The invoice number is A. 5202631.
B. 9206631. *
- C. 5206631.

Practice 4

Listen to the telephone conversations and fill in-each blank. 1

) is asked to find File No in the drawer .
of the cabinet on the and it right away. '
(2) The call is’ phoned to concerning of the new prod-

uct. The call is made by

(3) The caller wanted to phone No but he got the wrong number
(4) Mr. Martin works in office.
(59 is calling ' about the reception of the Managing Di-
rector of the from Shanghai.
Tapescript
Unit Two .

Practice 1
10




