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Unit One

Greeting and Self-introduction

Memo: greeting, self-introduction, business card

Listéning

New words and expressions

~
accounts ™4 Osaka X ( B ART)
colleague B F Oslo B (HR R B AR)
director £ % personal assistant F2 A By
fill in/out 35 personnel AEETHR
Milan X E(EXARRT) . Rotterdam BAFFH (T 2H8T)
Monaco -5 (B3 H#k) sales BAE

Section 1

You’ Ul hear three groups of people introducing themselves, try to
arrange the order of the pictures according to the conversation.



_________

Section 2

Wonders is having an annual meeting. The receptionist is trying to
get the people from the divisions to register. Listen to the tape and
match the name of the person to the city he/she is from .

A.

Mmoo oW

Peter Anderson
Julia Pamerio
Suko Mori

Paul Ivanov

John Lusakii

Nina Van Deruffin

1.

DU R W

Moscow
Oslo
Monaco
Osaka
Milan
Rotterdam



Text

Section 1

Please Call Me Sam

Peter Anderson is flying to attend a fair . He is talking with his neighbor

on board. Listen and read, then answer the questions.

Anderson:
Fieldings :

Anderson:

Fieldings:

Anderson:

Questions

Nice to meet you, Mr. Fieldings.

Please call me Sam.

Yeah, Sam, what do you do? I meant, what you exactly
work as for Wonders.

Well, you know, I’ m from Wonders and I’ m in the Sales
Department. So, I travel a lot and that’ s not bad. And
you, Peter? Who do you work for?

I work for the Unilever, and I’ m on the side of Marketing
Department. You know what it is like to work in our way.
I’ ve been with the Unilever for three months, and I enjoy

my job very much.

1. Who does Peter Anderson work for?

2. Does Fieldings work as sales staff?

3. When did Anderson join the Unilever?

4. Do both of them like their jobs? How do you know?



.........

Section 2

I Enjoy My work

Hi, my name is Giither Klein from Greentree Company, but just
call me Giither, please. I work as a secretary on the side of Marketing
Department. As a secretary, I answer the phones, write letiers, receive
visitors, send mails, you know those sorts of things. But I can learn a
lot and that is very important for starting a career.

This is Giither Klein’ s business card and some information is miss-
ing. Please fill in the blanks .

p'\
("
G
GREENTREE
1 Klein
Secretary of 2 Manager
Add. :D-60245Frankfurt am main Deutschland
3 :G.Klein@ greentree. com
Tel. ;49 069 7502433
S

Presentation

Greeting

How do you do?



How are you getting on?

How are vou?

What’ s up?

Reply .

How do you do?

Not too bad. And you?

Very well, thank you. And you?
Just fine.

Hi.

Self-introduction :

My name is-:*

I’m (name) from (company).

I work as (job)

I’ m on the side of (depariment).
Asking for information .

Excuse me, are you ?

Your name, please?

Could you spell it, please?
What do you do?

Who do you work for?
What do you work as?

Pair work

1 Try to introduce yourself to your partner




2 Student A uses the business card below to practise introductory
conversations. Tell student B about yourself and find out about
Student B’ s job, company , telephone number , etc. Student B u-
ses the business card at the end of the unit to make self introduc-
tion, and find out the relevant information about Student A.

Student 1

93

ORE

O

P

Production Corp

Sandy Vincent

Art Director

233 High Str. London W6 7DP

Tel: 081 743 5892 Fax. 081 743 6451

W,

Student 2

( company)

( name)

( position)

(telephone number)

(address)

wn AW N ==




ourid Information

Handshakes

In business encounters, handshake is the dollar. Traditionally,
handshake has been a sign of trust. People extended their hands to show
they were unarmed. Today, handshake is
an important symbol of respect and a prop-
er business greeting.

When do you need to shake hands?
® When you are introduced to someone

and when you say goodbye.

® When a client, customer, vendor or any
visitor from outside enters your office.

® When you run into someone you haven’t seen for a long time, such
as a co-worker from another division.

® When you enter a meeting and are introduced to participants.

® When a meeting ends, you say goodbye or help formalize any agree-
ments that have been reached.

® Whenever you feel that it will be appropriate or you will develop a
sense for it.

Questions for after-reading :

Are the following statements true (T) or false (F) :

( )1. We shake hands when we are departing.

( )2. We shake hands to show we agree with someone’ s ideas.

( )3. We shake hands when we want to sell something to someone.
( }4. We shake hands when we are making a self-introduction.

For Student 2
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INTERNATIONAL

Plc

Kim Malcolm

Sales Director

25 Salibury Drive, Sidney 2010
Tel:23574716 Fax. 23572905

\/

Student 1’ s file

1 ( organization )
2 ( name)
3 ( position)
4 (telephone number)
5 (address)
New words and expressions
e e
career Fi Marketing Department 7 3% 3R ']
client P receive Bk
division S(Z) M unarmed AKX B
encounter A @ A8, Ek Unilever BE A A 4
extend 14 iH
h




Unit Two
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Company Organization

Memo:department ,responsibility, direction

Listening

New words and expressions

raccountz—xble to (responsible to) # #4£#y parent company #/\:4]
board TFEL photocopy B Ep
conference £ Public-Relations 2v3-% &3¢
corridor & Bk R& D( research and development)
elevator W45 3% B &5 i) A& 3R
executive PAAATA region K
finance A5/ W AR regional WX e
Human Resource A A &K subsidiary A
Managing Director #AT4LH transparency HHB A

Section 1

You are going to listen to 6 short conversations between a receptionist and sev-
eral visitors. Try to mark the offices each visitor should go to and the first one



