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Be able to talk freely with a visitor to your booth at the trade fair.
Be able to talk briefly and effectively about your products.

Business etiquette

Work skills

Language skills

. Business etiquette

 Work skills

Language skills
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~ Spoken English for International Business
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Section A
= Movie Time
Watch the video clip and answer the question.
What do you know about the Canton Fair?

Welcome to the 105" Canton Fair (China’s No.1 Fair)

Section B
M Work and Learn

Q}usiness Communication Skills

Leave a Positive First Impression

Whether you are aware of it or not, first impression does make a major difference in achieving
business objectives. Having good manners will help you regardless of the business you are in. Any
time you make contact with a client or a prospective client, you are making a mini-presentation of
yourself, ultimately representing your company, service and/or products.

Address individuals by their honorifics or titles: The proper way to address a client is to
greet him using his honorific or title followed by his last name. It is up to the client to ask you to
call him by his first name. In business, the proper way to refer to a woman is “Ms.,” regardless of
her marital status.

Enunciate your greeting: Slow down and pronounce your name slowly, clearly and distinctly.
At first it may feel as if you are exaggerating your name, but you are really helping the other
person and improving overall communication.

Shake hands correctly: Extend your hand with the thumb up, clasp the other person’s entire
palm, give two or three pumps from the elbow, avoiding both the painful “bone crusher” and the
off-putting “wet fish” shake, and look at the person directly in the eyes with a smile.

Smile: A smile shows that you like yourself; you like your current place in the world and you’re
happy with the people you’re interacting with. A smile says, “I’m approachable and confident.”

2 s g — . S



Task One Atthe Trade Fair
FEE5— RBEEH

Make eye contact: Every time a person begins talking to you, look them in the eyes and smile
first, then get on with the conversation. Also, when you enter a room for a meeting, smile and look
around at everyone. If you want to start talking to one person, or even a group, come up to them
and smile. Again, this is another way to say “I’m approachable.”

Refer to individuals frequently by their names: Take the time and make the effort to
pay attention to the name of the person you are being introduced to. A person’s name means
everything to him. To build rapport with a client, mention his name at least three times during the
conversation. It will help you remember his name and make a connection.

onrk Skills—Booth Personnel Skills

g) What do you know about booth personnel skills?
zg} What shouldn’t be done when you are working at a trade fair?

\zfords and Expressions

booth
exhibition hall
sample
brochure
catalogue
demonstration
choose from

AN RN (AN B

keep in touch

\G}seﬁll Sentence Patterns

Good morning! Welcome to Canton Fair!

It’s an honor to meet you.

Here is my name card.

Won’t you have a look at the catalogue and see what interest you?
‘What about having a look at the samples first?

If there is anything I can do for you, please let me know.
Have you seen our exhibits?

We have been in this line for twenty years.

Take your time, please.

Thank you for coming.

Have a nice day!
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@/"ample Dialogue

Lydia Wang (W) is the sales assistant of K&S Group. She is working at the 1 05" Canton Fair.
Eddie Collins (C) is the purchasing manager of Malaysia Maiya Group. He comes to the
booth.

W: Good morning! Welcome to our booth!

C: Good morning! I'm from Malaysia. This is my
business card.

W: Glad to meet you, Mr. —er...

C: Collins. Eddie Collins.

W: Mr. Collins, my name is Lydia Wang and here
is my card. I’ll be very glad to be of help to you. Would
you like to have a seat?

C: Thanks. I’m looking around for children’s shoes.

W: Mr. Collins, would you like to have a closer look

at our samples?

C: Later on, perhaps. Right now I’d like to have a good look at your brochure.

W: All right, sir. Would you like a cup of tea, please?

C: Yes, thank you.

W: Won’t you have a look at the catalogue and see what interest you? This is a copy of our
catalogue. It will give you a good idea of the products we handle.

C: We really need more specific information about your products.

W: What about having a look at the samples?

C: Yes, let’s.

W: We have a wide selection of colors and designs. This is our newly developed product.
Would you like to see it?

C: This design has got a real China flavor.

W: This is our latest style. It had been a great success at the last exhibition in Paris.

C: The product gives you an edge over your competitors, I guess.

W: Thank you. Yes, although it has only been on the market for a few months. It is really
competitive in the world market.

C: I see. But, there’s one problem.

W: What’s that?

C: Price.

W: You mean the price? I don’t think you have to worry about it. Our goods are sold at the
lowest price.
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II. Role-play
el

wi Ella Black (B) is from American Hunters Company.

rade Fair

&%4 ReRS

She comes to the booth. Lydia Wang, Ding Na’s assistant, tries to get her name, title,

interest and her schedule.

fzé Lydia Wang is talking with Ella Black and shows her their products.

III. Dubbing

It’s time for you to practice your spoken English for international business.

Conversation One
Conversation Two
Conversation Three



‘ Spoken Emgii&;h for International Business
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‘ Section C
Lessons from the Professionals

Read the following article. There may be some mistakes in the use of English as well as in the
operation or understanding of foreign trade. Discuss with your classmates and try to find some
solutions to the problems concerning international trade.

Fair/Show Experience

AS EVERYBODY KNOWS THAT FAIR/SHOW IS THE MOST DIRECT WAY TO
COMMUNICATE AND SHOW THE CLIENTS YOUR PRODUCT AND IT’S PRICE, AND
IT HAS BEEN CONSIDERED THE BEST WAY TO FIND NEW CLIENTS AND GET MORE
BUSINESS. I DON’T SAY THAT I HAVE MUCH EXPERIENCE FOR THAT, BUT JUST
SHARE WITH YOU GUYS WHAT I HAVE LEARNT IN THE PAST DAYS, WISHING IT
MAY GIVE YOU A HAND.

Firstly. Preparation before start.

0} Clothes. Check the recent weather situation for the fair/show places or countries in the
internet and get ready for the proper clothes accordingly.
9; Notebook, pen, stapler, calculator, adhesive tape.
N notebook & pen—to write down the information talked with client
stapler: to staple the business card
calculator: to calculate the price if necessary
adhesive tape: to seal the goods if you wanna sent back after the fair

Qj Business card. normall take around 100pcs is enough, pls take more if you go for Canton
fair.

3

&) Catalogue. around 150pcs, pls take more if you go for canton

’9; Laptap if you have one, but I suggest to bring an interesting book with you which will help
to let time pass easily in the evening.

Display goods in the booth.

QJ Make sure to finish it before the appointed time.
9; Make the goods arranged that you can easier introduce to the client.

o
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Task One Atthe Trade Fait

55— ROBEH

Third. On the Show.

Dressed up yourself decently and properly.

Never speak loudly and walk around even thought there is no vistors, you will pay for it and
lose big fish any time if you did.

It is not necessary to ask for a passbying client to have a look, he will be in if having interest;
of course, a smile and say hello is OK.

Never make fun and point to the guys who When the client visit, you should do as follows.

Take the notebook and pen with so that you can write down the information when you are
talking.

Give him a catalogue with your business card and ask his business card at the first step, so that
you can know which countries he/she is from,which you can find out the normal standard for the
products that he/she need. Ask him to have a seat and look through the catalogue and pick out the
product he has interesting and pass him/her the sample and have a look and quote the price, clearly
and accurately, give him brief introduction of the products. Such clients is serious ones which you
may make business easily. Of course, many like to have a look on samples directly on himself/
herself, go with him and give the necessary information if he/she asks. Remember to put on special
mark on the clients who sit down and have a further talk with you. Just what said above, these ones
are why we com here.

If there are many clients visit together, you may ask the other have a seat firstly and talk with
them one by one.

After one day is over, turn around the notebook and recall what you have talked in the fair,it
will help give a deep impression on the information. There are many other accident in the fair, you
should try to slove them gentily and politely.

For the greenhand, maybe it is the first time for you to attend the fair and see such many
foreigners, however, it is not necessary to be neverous, just get everything ready and act as kindly
as you can and send the necessary information.

Attention: The most important thing is that you quote the price accurately!!! At least, Id like
to share three “much” that happen a lot in the fair.

Buyer: How much...

Seller: ...

Buyer: TOO much

Buyer: Thank you very much...,

Seller: You are welcome, 88

Buyer: Bay-bay.

Alexnee



Be aware of the basic business telephone etiquette.
- Be able to talk with your client over the telephone.

Business etiquette

Work skills

Language skills

Business etiquette

Work skills

Language skills
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Section A
=== Movie Time

Watch the video clip and answer the question.
What does Chris do in order to save time in his working hours?

The Pursuit of Happiness

Section B
M Work and Learn

s Yusiness Communication Skills
S

Mistakes in a Conversation (1)

Can you improve your conversation skills? Certainly. It might take a while to change the
conversation habits ingrained throughout your life, but it is very possible. To not make this article
longer than necessary, let’s just skip right to the common mistakes many of us might have made in
conversations, and a couple of solutions.

Not listening

Ernest Hemingway once said, “I like to listen. I have learned a great deal from listening
carefully. Most people never listen.” Don’t be like most people. Don’t just wait eagerly for your
turn to talk. Put your own ego on hold. Learn to really listen to what people actually are saying.
When you start to really listen, you’ll pick up on loads of potential paths in the conversation. But
avoid “yes” or “no” type of questions as they will not give you much information. If someone
mentions that they went fishing with a couple of friends last weekend you can for instance ask:

® Where did you go fishing?

® What do you like most about fishing?

® What did you do there besides fishing?



