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Introduction | -
Let me iriroduce Mr. Jackson to you. "

Allow me to introduce Mr. Norton to you.

Allow me to introduce you to Mr, Norton,

I'd like to introduce Peter to you. 1

I'd like you to meet my friend Edward.

Meet my friend Edward, please.

Let me introduce my friend to you.

Who is the lady i1y white? = -, B |

Could you introduce me to the new Assistant Manager’?

Paul is our accountant. :

Cathy Wills will be your manager from now on.
Have we been introduced?

Let me introduce myself. |

May | introduce myself? |

My name is Michael Purvis. What's yours’?

Just call me Peter.

What's your family name? w0

How do you spell it? -

Your name just doesn’t come to me.

Greetings |

I'm delighied to see you here. o oon o

It is a pleasure to meet you. -1~

I'm pleased to meet you. &= v 0

The pleasure is mine. 1+ =

I'm sorry, | didn't catch your name. + 0 o o
How large is your family? = = 5 =

What's your nationality? @2t mia s

| think I've seen you before. &+

I've heard so much about you. : i
Brooke has often talked about you. = =« =




Dialogue 1: Glad to meet you!

A Ben, I'd like you t6 meet Mary, a new comer in our company.

B: Glad to meet you! Guess we'll be working (ousiher

A Yes. she’'ll be working closely with you. Could you
show her around?

B: Sure, come with me, please.

Dialogue 2: | just started a couple of weeks ago.

A Hithere! My name's Albert Kerk. You're new around
here, right?

B. Yes. My name's Angelina Harlin. | just started a
couple of weeks ago.

A. Welcome to our company, if there's anything | can do

for you, let me know.

B. Thanks, | appreciaic that!

Dialogue 3: | didn't catch your name.

A Hello, My name is Kelvin, the assistant to the
Marketing Manager.

“ Hi, Kelvin. Pleased to meet you. My name is Pierce.

- Sorry, | didn't catch your name.

- Oh, my name is Pierce.

- Would you mind speiling it?

- Naot at all. That's P-I-E-R-C-E Pierce.

* Thanks. Nice to meet you, Pierce.
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Dialogue 4: You have a special accent

A: Good morning, Mr. Kerk. I've been sent over from the After-
Sale Service Department to fill in for Paul Jackson.

B: Oh, really? Nice to meet you. You have a special accent.
Where is your hometown, if you don’t mind me asking?

A; Not at all. | was born in Japan, but | came to China when |
was ten years old.

B: | guess that must be what I'm hearing, a little different from
the accent of Chinese people.

Dialogue 5: How do you like China so far? |

A: Mary, this is Joe, the new director of our Export Department.
B: I'm very pleased to meet you.

C: It's a pleasure to meet you.

B: How do you like China so far?

C: It's really different from what | expected.

B: Don't worry. You'll et vscd ot in no time.

Dialogue 6: Welcome aboard! | 0 ia v

A Welcome aboard!

B: Thank you. I'm delighted to be working here. Shall | meet my
colleagues?

A Sure, come with me. Mary, | would like you to meet our new
comer, Jerry. He just graduated from Guangzhou University.

C: Nice to meet you.




B: | am new to the working world and would appreciate your g dance.
C: Well, I will try my best to assist if you need any help.

B: Great! )

A: As the other guys are still not in, I'll introduce you to them later.
B: OK.

Dialogue 7: 'm happy to work with you.

A Ben, this is Angelina, your new co-worker.

B: Hi, Angelina. Welcome aboard.

C: I'm happy to work with you.

B: Me, too.

A- OK. now let's continue the tour and your introductions. Let's
go to the 2nd floor. We can take the elevator over there. It will
be faster.

A This is Edward, our acccuntant, and Paul, our cashier, and
Mag, my secretary. This is Angelina, our new employee.

D: Welcome to our group

C: It's good to be here.




Hot Words and Phrases

introduce fintra'dju:s) %
in [in] prep.
assistant [a'sistant] n.
accountant  [e'kauntant] n.

from now on
family name
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delighted [di'laitid] adj.
nationality [inee[ a'naeliti] n.
together [to'geda] adv,
— couple ['kapl] n.
appreciate  [a'pri:[ieit] V.
accent ['e=ksant] n.
get used to
comer ['kama] n
ATk guidance ['gaidans] n.

Supplementary Words and Phrases

Chairman of the Board

President ['prezidant] n.
Executive Vice-President

Managing Director

Executive Manager, General Manager
Deputy General Manager

secretary ['sekratri] n.
section manager

department manager

sales manager

assistant manager

sales representative

Seselyd pue SpPIOpAA

supervisor ['sjuipavaiza] n.
director [di'rekta] n.
executive lig'zekjutiv] n.
cashier [ka'Tia] n.

lypist ['taipist] n.



1. Complete the Conversation |

A: Hello, Dennis.
B:

A: Same old, same old. What about you?

B: Fine. I'm now working for D&N.
- Really? How do you like working there?

=

B: My colleagues are very nice, and the working time is more

flexible.

A: D&N is quite different from where you used to work.
I'm sure everything will work out fine.

o

2. Presentations s

@ What information should be mentioned when you introduce
two guests from different countries to each other?

© What information should be included on a business card?
Why?

3.Role Play | (a4 0

© Work in a group of three. A is hosting a business luncheon,
while B and C are the guests who do not know each other.
1) A introduces them to each other and they start o talk
about their work and family.
2) Change roles to make a new conversation.

Tips and Hints | &b &

i PEARAE

g

- How about you? Are you still working in that accounting firm?

© IJNoH 8011081
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Overtime

| have too much work todo. =+~
I'm working overtime. ©

This work is due,

This has to be done. -

I have to catch up. .

I'm staying late. :

The deadline is coming up. @

| don't get paid for overtime. -

You can expense the overtime meals
You can take some time off later. -

@)
<
®
-
—*
@
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:1 Will you have to work overtime this weekend?
l—r: How about we go to eat after our graveyard =hifi?
Sl o
;—;L Leave | " .
———  Can | take a day off? -
- Can | take a leave of absence?
W | need some time off. ¢
9_‘ I need to take this morning off.
5 I'll be late tomorrow morning.
I 'want to apply for some personal leay
g He asked for a five- day personal leave for his wde s labor,
) Match took a sick day oﬁ yesterday
D) I was away on sick leaye, f o= {40
8 Have you taken your annual leava? R
w | don't think anyone likes to work on public holidays.
dne

How many vacation days do we have? i
I'll work extra hours next week. .
Is there any overtime compensation in our company?

[0, B

—




Dialogue 1: | need you to stay and work with me.

A
B
A
B:
A
B
A

- | need you to stay and work with me until we finish the job.
- Can't we cook the chicken wings tomorrow?
- No, we can't. They're all for Christmas orders.
Oh, | see. We've been very busy these days
- Yes, Christmas is coming
- Ok, I'll stay.
- Good. Don't forget to write down your overtime hours
on your time shect
“No, ' won't
. Thanks for staying

- My pleasure.

Dialogue 2: I've been working overtime lately.

A
B

- You know I've been working overtime lately.
: How many hours do you work each day?

A 13 hours, including 3 hours overtime.

B

- God, that's tough indeed! Do you think your health
can afford it?

A: | don't care,

as long as | can be paid extra for overtime.

SUOIIBSIBAUOY) |BUOIENIIS
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Dialogue 3: | wonder if | can take this afternoon off.

A Mr. Hunter, | wonder if | can take this afternoon off. My
mom has had an accident and is in the hospital.

B: I'm sorry to hear that. Yes, you can.

A: Thank you very much. | promise I'll make it up.

Dialogue 4: | need to attend my grandfather’s funeral this week.

A Ms. Willis, | need to attend my grandfather's 4 ne:

B: When?
A: This Thursday.
B

1 this week.

3. Can you arrange all the work on your hands?

A Sure,
B: Subm
A Thank you so much.

t the absence request, and I'll sign it.

TN

Hot Words and Phrases

due [dju:]
deadline ['dedlain]
shift [fift]

graveyard shift
personal leave
labor

sick leave
annual leave
compensation [kompen'seif an]

[leiba]

n




sheet [Ji:t] n.
funeral ['fjurnaral] n.
submit [sab'mit] V.

Supplementary Words and Phrases

marriage leave

maternity leave

compassionate leave

accidental leave

annual holidays / annual vacation

1. Complete the Conversation | * & ./

. Lucy told me that you want to take a day off this week.

A
B:
A What day?
B.

A: Okay. Give me the absence request, and I'll sign it.

2. Presentation

© What do you think of working overtime without pay?
3. Discussion |

© There is lots of important work for you to do in the following
two weeks, but your family wants to go with you to Mount Tai
this weekend. What would you do?

;Tﬁps and Hints 2044
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| = s{olelleletl;
| must apoioglze
i mMe. ;-
I'm truly sorry. = -
| e your pardon.
A thousand pardons for it.
| just don't know what to say. +
I'm afraid I've brought you too much trouble.

It was most careless of me.

It was really quite o rdentonal.

| apologize for what | said just now.

Excuse me. I'll be right back.

Excuse me. You have to give me a minute.
I'm afraid | have to leave you for a while,

I wonder if | might be excused for a moment.
It was all my fault.

I hope you will forgive me for th:s

What a pity, | left it at home. ] | 4
I'm to blame. | should have thought of thai. -
Actually | meant to notify you beforahand.

I must have caused you a lot of inconvenience.

Please forgive me. | didn't mean to start a fight.
We regret we are unable to accept your proposél.

I 'was only trying to tell you what was on my mind.
I'm sorry if I've caused any problems. ..
I 'will take full responsibility for my actions.

| can explain what happened. +

Never mind about that.  «

It doesn't matter at all. ;

Please don't take it too hard. =+ ¢ f
Well, it's just one of those things. . . ¢
There's no need for you to worry in the least.
Thank you for your ulnderstanding. i




