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m Greeting visitors to your country

TALKING POINT

Greeting visitors

UNIT GOALS

Why/Why not?

* Do you meet foreign visitors in your office? How can you make

e greeting visitors to your office
e small talk

» Have you met overseas visitors? Is it easy to have a conversation?

your visitor feel comfortable?

“ Culture focus

Read the two dialogs. In both dialogs, Ariya is greeting
Jon Brown at the airport. Check () the questions you

think are OK. Cross (X) the questions you think are not OK.
Decide with a partner which dialog makes the visitor feel

more comfortable.

1 JjoN:

ARIYA:

JON:
ARIYA:

JON:

ARIYA:
JON:
ARIYA:

JON:

ARIYA:
JON:
ARIYA:
JON:
ARIYA:

JON:

Hello. I'm Jon Brown. L]
Hello Jon. I'm Ariya from Planet Industries.

I'm here to take you to our office.

Thank you. That's very kind.

Is this your first trip to Thailand? v

No it isn’t. I came here two years ago on
holiday with my wife.

Oh. Do you like Thailand?

Yes. Very much.

Why do you like it?

Oh, the people are very nice, the weather’s
great, and I love the beach.

Do you have children? L]
No. We don’t have children yet.
How old are you?

.. Well, uh ... I'm 39.

I see. What are your hobbies?
Oh ... well, I like playing golf on weekends.

2 jon:

ARIYA:

JON:
ARIYA:

JON:

ARIYA:
JON:
ARIYA:
JON:

ARIYA:

JON:

ARIYA:
JON:

ARIYA:

* greeting visitors who have just arrived in your country

Hello. I'm Jon Brown.

Hello Jon. I'm Ariya from Planet Industries.
I'm here to take you to our office.

Thank you. That’s very kind.

How was your flight, Jon? J
Not too bad. I managed to sleep for a few
hours. K

Good. How often do you make trips abroad?_|
Oh ... about four times a year.

That’s not too bad. Do you like traveling? []
Yes I do. I really like coming to Asia. Is it
far to your office? []
No, not far. It takes about 30 minutes if the
traffic is OK. But we have some bad traffic
jams sometimes.

Yes, I've heard that. What do you do in

Planet Industries? £}
I'm a marketing assistant.

I see. How long have you worked there? | |

For about five years.

-

4



Listening o9

Listen to a similar conversation between Ariya and Jon. Check (v) the topics they talk about.

the airport building [ local traffic [ |
Mr. Brown’s flight [ ] the weather [ |
transport to the office [ | Ariya’s job [

time it takes to get to the office [ |

Check your answers.

Language focus

The sentences below are answers to questions a host might ask. Work with a partner. Write the question
above the answer. Use the question types in the box to help you.

e
It’s in the city center. It takes about 40 minutes to get there.
D e How was ...?  How will ...?
It was very tiring. I couldn’t sleep at all. Is this ...2 Whereis ...?
B T T How long ...?
No. I've been here once before.
e
I've worked here for about four years.
D) e e e e s e S SR S AR S S ST s SRR e s

We'll drive to the office. My car is outside.

n Communication activity

Work in pairs. Role play meeting a visitor at the airport.

HOST VISITOR b

‘ Greet your visitor. |

Greet your host.

\/

| Ask questions about the flight. |

Answer the host’s questions.
Ask about the office location and how to get there.

| Answer the visitor's questions. |

/\/

Say you need to change money.

/ Say you would like to get a snack.
Help the visitor with any requests. |

Now reverse roles. Act out your role play for the class.

Unit 1 Greeting visitors 7



n Culture focus

Greeting visitors to your office

Read the text and answer the questions below.

When visitors come to our office, we usually hold the meetings in the
conference room. Sometimes we have short meetings in the reception area
if it's not an important visitor, but we never have meetings at our desks.

We ask staff to serve a glass of cold water to our visitors when they arrive.
It's a tradition in our country. We don't wait to ask them. We then ask them
if they would like tea or coffee.

1 Where do you hold meetings in your company?
2 Do you serve refreshments to visitors?
3 How else do you make visitors feel comfortable?

Language focus

Put the sentences below into pairs.

Nice to meet you. Not at all. Thank you for seeing me.

Hello. I'm Violet Ng. Nice to meet you too.
Thank you for coming today. Very well, thank you.
How are you keeping? Yes please. That would be nice.

Would you like a coffee? Hi. Steve Verwoert.

A U W N =
Lo TN ¢ TR = PR o T o il - U

Hello, nice to see you again. Hello. Nice to see you too.

Which pairs of phrases would be used by people meeting for the first time? Which would be used by people
who have met before? Which could be used by both? Complete the table.

First time Met before Both

Listening #o%

Listen to four conversations. Each conversation involves people greeting each other. Decide if the people are
meeting for the first time or have met before. Check (/) the correct box in the table.

Conversation 1 Conversation 2 Conversation 3 Conversation 4
First time (] [ ] [ ] [ ]
Met before [] [ ] [] [ ]

U




Reading

a When people meet in business, there is often “small talk” before the business discussion begins.
Read the tips for making small talk. Check (v) the things you do now. Cross (X) the things you need to
improve.

Making small talk in business
Talking easily with people can leave a longer impression than exchanging business cards. Here are some tips:

1 Smile first and always shake hands when you meet 5 Be prepared. Think of three topics you can
someone. ] talk about. [

2 Take your time during introductions. Make an 6 Play the conversation game. Answer with
extra effort to remember people’s names, more than “yes” or “no.” U]
and use them frequently in the conversation. [ | 7 Don't be an FBI agent. Avoid all personal

3 Maintain eye contact in any conversation. L] questions unless you know the person well. [

4 Be aware of body language. Nervous people
make others uncomfortable. Look confident
and comfortable. L]

Compare your checklist with a partner. Do any of the tips seem strange to you?

b Work in pairs. Think of three topics you can talk about before the business discussion begins.

ﬂ Communication activity

Work in pairs. You are going to greet visitors to your office. Think about what you will say before you start.

Role play 1 Role play 2

You are meeting for the first time. You have met before and know each other well.
Think about three topics you can talk about. Think about three topics you can talk about.
Introduce yourself. Greet your visitor. Ask how he/she is.
Exchange business cards. Offer a drink.
Show your visitor to a seat. Make small talk.
Offer your visitor a drink.
Make small talk.
Introduce yourself. Greet your host and respond to his/her question.
Exchange business cards. Accept a drink.
Accept a drink. Make small talk.
Make small talk.

Unit 1 Greeting visitors 9




Companies

UNIT GOALS e describing different kinds of company
e giving profiles of companies

R

o What does your company do? Is your company international?

o Where is your company located? When was your company founded?

m Describing companies

n Vocabulary

Fill in the tables below with the different word forms.

Verb manufacture export

Noun manufacturer retailer importer designer
Noun bank finance travel
Adjective legal transportation

o

w

4

wholesaler

Fill in the blanks with the correct noun or verb from 1 Vocabulary. The first one is done for you.

(manufacture) The company is a car ... MANAFACHALEL..... in Korea.
The company . J0ANULACHArES..... cars in Korea.

(retail) Cartier ..........ooeceveererersnnenn beautiful jewelry.

Cartier iS @ ...ccoveceveeererceeeneecieenenes of beautiful jewelry.

(import) Europacific Ltd. is an .......ccoeccovnveecenncnns of European shoes.
Europacific Titd. sauismsmnmsamammimas European shoes into Asian countries.
(o[ B o0 30 1 N ——— fine ceramics to more than 50 countries.
Pots R US 1S anl ..c.cocvvvceciiiciciriciciie of fine ceramics.

(design) Our company is a leading website ...........c.ccccovvrererrennnne. .

QUL COMPANY :sussessmsssssssursesswsssssivass corporate websites.




b Now look at these service industries. What services do they offer? Change the word form. The first one is
done for you.

We are an international bank. = . We..offer. international. bavking.. services...... .

We are a law firm. = We Offer ... :

We are a finance company, = We Offer ...c...cuusmssmmmsimmismisismssrrssssnsssssssassssmaes :

We are a transport company: = Weioffer . uismunsmmammmasmmssmmmmsmmmine sssmssasss .

We are a travel company. = We Offer ... y

A U e W=

We are 2 Wholesaler. = We OFfeT .....c.ccuiviiiiiiiiiierieece et .

Listening 0%

a Listen to descriptions of three different companies.
Choose one of the nouns in the box to describe each company.

law firm  retailer ~wholesaler importer  finance company
designer manufacturer travel company  bank
exporter  transport company

1 Name: i2i-media 2 Name: Globe Sports 3 Name: Rouse & Co.
BUSINess: s BUSIIIESS? consrsssmsssmmmsssssinssassmmspssnss BUSINESS: ...cocvviviriiiiiririiiiiiiiens

b Now listen again. Write down each company’s area of specialization (what kind of product or

service it offers?).

1 i2imedia; ... comsmammsemms 2 Globe SPOTtS: .cussussessesssssssssnsss 3 Rouse & CO.: oo

Communication activity

e

Work in pairs. WORLOWIDE EXPRESS *

STUDENT A: Look at the information on page 76.

STUDENT B: Look at the information on the right. ’

Use the transcript from 3 Listening on page 98 to help you. W

Listen to Student A’s descriptions. Can you guess what companies they are?

Now look at the companies above or think of a company you know. Think about how to describe each

company.

When you are ready, describe each company to Student A. Don’t give the company name. Student A will try
to guess the name of the company.

Exploring

Work in pairs. Look again at the words used to describe different kinds of companies in 1 Vocabulary. Think of
examples of these companies in your country.
Compare your ideas with another pair.

Unit 2 Companies 11




a8 Company profiles

Read the three short company profiles. What kind of information do all three contain? Choose
from the list.

business activity location  philosophy history staff size

FORD MOTOR COMPANY

Ford Motor Company is one of the

Allen and Overy is an international law firm with its headquarters
in London and 23 branches in major centers around the world.
Established in 1930, we offer clients expert legal advice in
international capital markets, banking, property, and corporate

world’s largcst vehicle manufacturers.

The company is based in Detroit,

law. We offer our clients a personalized service to the highest
international standards.

Michigan, but has factories and

distributors all over the world. Ford

Motor Company began in the early

twentieth century with one man

‘l service in selecting houses or developing products to meet the needs of

1 2 7 ) PIRRLY o
Relocations Asia—1 acific

i1 the location you cople facing i /
\ apartments in the location y people facing industrialization. Now, the

spccmll'/.cs in sourcing higl

| want at the price you need. company expands Henry Ford’s ideas by

Alicy rental accommodati
quality rer ; e
in Bangkok. With 25 years | We believe in a 'g y
-~ team 1s ‘« pcrsonnlizcd service and count
sXpert team 1 s i
o | i lients as friends.
| many of our clients as

on

developing products to meet the

changing needs of people in the global

experience, our

able to offer you a no-cost

Community.

n Language focus

Make questions from these sentences. Use the question types in the box to help you. The first one is
done for you. A

-

1 Allen and Overy was founded in 1930.
When was Allen and Overy founded.?

2 Ford Motor Company is one of the world’s largest vehicle manufacturers. What ...?
When ...?
..... | e, R .2
3 The headquarters of Allen and Overy is located in London. Where 2




