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Why people from different cultural backgrounds will have a unique way of doing things, analyzing
situations , and reacting to circumstances? That is because their perceptions of life which makes up their
cultures are different. To get along with people, we need to understand their way of thinking, acting
and their cultural rules in communication. At the same time, we need to compare them with our own
culture,, traditions, and ways of responding to situations. By doing it, we not only can form deeper

friendships with others but also learn more about ourselves and our own culture.
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Face-to-Face Greetings

Everyone wants to meet people and make friends. A smile, a friendly look or an open gesture
indicates a person’s interest in you. To introduce yourself, approach a person, smile and say,
“Hello, my name is... " Then shake hands with your friend by firmly taking his or her right hand
in yours and pressing it gently but firmly. Look attentively at the person’s eyes. You may use the

dialogues.

Formal greetings and introductions

A. Good morning! My name is
B. Good morning! My name is
A. How do you do?
B. How do you do?

Informal greetings and introductions

A. Hi, my name is
B. My name is
A. Nice to meet you, (B’s name).

B. Nice to meet you, too (A’s name ).



Each culture has its own form of acceptable greeting behavior, usually based on the- level of
formality found within the society. Some European countries perform the etiquette of kissing the lady’s
hand. (Hold one of her hands up, then bow towards it with your mouth close to it. You don’t really
have a kiss on it. ) This is applied to the lady to be honored and respected. Many European
countries, Middle-Eastern countries and some South East Asian countries apply a face-touching in
greeting (first the left, then the right). Some people repeat the action for more than twice. Yet,
this must be applied to the one who has close relationship with you and whom you haven’t seen for a
long time. In Argentina, greetings are usually effusive with plenty of hugging and kissing, not
unlike the French faire la bise (kiss on both cheeks, first on the left, then on the right and on the
left again). This is even the case in business meetings, unless they are of a very highly formal
nature. Africans are far less structured in their greetings than Europeans. You will expect a warm
physical greeting, an extended handshake or a hand on the shoulder in most African cultures. By
contrast the Chinese way of greeting shuns the physical although they adapt a handshake. It is

generally a nod or a slight bow. As for Iranians, they don’t shake hands with women at all.

Role-Play

Stand up and turn to the person next to you. Put your hand out, shake hands, and introduce

yourself.

Small Talk

After the self-introduction, people naturally turn their talk to the area of specialty since this topic
would be of common interest to both of them, such as the weather, work, majors, local events,
etc. This is called small talk. These topics can be discussed easily without knowing the other person

well. They serve as a common ground to start a conversation.

Here are some examples
1. A. Hi!
B: Hello.
: I’s a nice day, isn’t it?

: Yes, and the weather is going to be warm all week. .

A
B
2. A: Did you see the paper this morning?
B
A There was a terrible accident on the road into town!

. Really? What happened?
: Did you see the football game on TV last night?

B

A

B: No. Who was playing?

A: The Green Bay Packers and the Detroit Lions.
B

: What was the score?



: When is it going to stop snowing?
: On TV they predicted snow until evening.
: Oh no, really?

: Yes, and another storm is moving in!

A
B
A
B

Here is an example of an introduction followed by small talk

CHRIS; Hi! I don’t think we’ve met before, have we? My name is Tom, Tom Smith.

JANE: Hi! Tom. My name is Jane, Jane Gibbons. Are you new here?

CHRIS: Not quite! I've been working on an industrial project in New York University for a
year.

JANE: How interesting! What is your project about?

CHRIS:  About water purification. What about you, Jane?

JANE: I'm a sophomore. 'm doing medicine.

CHRIS: Wow! That’s good!

Conversational Taboos

Small talk is often what makes the conversation go round, but it can also present a minefield that
can blow up a relationship at the start. The best way to avoid this pitfall is to steer the conversation
away from some basic taboos, such as politics, religion, race, etc. If your host insists on
discussing a controversial subject, it is important to listen well and remain open-minded. Often it is

best to simply let the person vent their feelings.

Acceptable topics for conversation
—Origins

—Majors

—Jobs

—Family

—Current events

—Weather

—Sports

—Food

—Travel experiences

Unacceptable topics for conversation
—Salaries/wages
—Politics

—Class status or racial issues



—A person’s age
—Weight and physical features

—Sexual subjects

—How much someone pays for something.

Basic Rules for Conversations

—One should not quit talking suddenly. Before one actually says good-bye, he should excuse

himself and express his pleasure in the meeting or talk.

—Nice meeting you, but I'm sorry I've got to go now.

—It was nice talking to you, but I've got to leave.

—Well, I'm afraid I've got to get going now. Fancy meeting you.

~—Use a quiet but friendly tone in talking.

—People don’t embrace or kiss people of the same sex upon meeting unless they are very close

friends. Men kiss each other if they are relatives or very close friends.

—Do not kiss or hug children unless you are one of the family members.

——When talking with your friend, listen carefully and show great interest in his / her talk.

—Don’t just ask one question after another or answer with one-word reply.

—Be prepared to tell about yourself as well as to ask about the other person. Always try to think

of something to say to fill the gap of silence.

Business Card Etiquette

One of the first impressions you will make on a foreign friend is through your business card, and in

many cultures, especially in Asia, the exchange of business cards is a meaningful ritual rather than

a casual informality. Today, it is more a necessity than a courtesy to have your card translated into

the local language of the country you are visiting. Bilingual cards are the norm, with one side

printed in your home language and the other side in the foreign language in which you are dealing. If

you are using a one-sided card, always hand your card to a friend with ‘the printed face up. Never

fling a card across the table or onto a desk. It is the
height of bad manners or devoid of culture. Asians
consider it an extraordinarily rude gesture.

If presenting a multitude of foreign contacts at
once, give your card to the highest-ranking individual
or leader of the delegation first. This is a sign of
respect and avoids embarrassing the lesser-ranking
members of the delegation who may even refuse your
card if the head honcho has not yet received one. In
most Asian cultures, presenting a card with two hands

conveys respect and an appreciation of the importance



of the ritual. It is best to hold the card by the two upper comers when making the
presentation. Likewise, you should receive a business card with both hands. Once you have it in
hand, take time to read it—not merely a glance but a deliberate study. Often this is an ideal time to
respect the person’s name, which will help you connect the face to the name.

In Japan and in many other Asian cultures it is insulting to put the card directly in your pocket,
wallet or card case without giving it sufficient study time. In the Islamic world, the left hand is
considered unclean. Even in many non-Islamic areas of Africa and Asia, the tradition has evolved of
using the right hand in preference over the left. So when presenting or receiving a business card, use
the right hand.

In Europe and North America, business cards are far less formalized and are used merely to
keep track of who’s who during a hectic meeting schedule. If you come to sell in these societies,

your hosts will be concentrating on your product, not your business card.

The Rules of the Card Game

@ 1t’s not only polite to have your card translated into the local language, it is now considered
a must. Make it work for you.

@ Always present your card with the printed side up or, in the case of bilingual cards, with
the local-language side showing.

@ Wait to be introduced before presenting your business card.

@ Present the cards one at a time in the order of the hierarchy of the delegation.

@ Content: including your name and business title. In some cultures it is common to include
your academic degrees as well.

#® Business titles can be confusing and often do not translate exactly. If your title is one that is
not internationally common, such as Chief Learning Officer, consider using a translation
that avoids the literal and rather portrays your status and job in words or concepts that may
be more familiar to your host. Don’t inflate job titles. Also make sure to check the
translation. “

@ Well-known or trademarked acronyms (such as IBM) need not be translated nor do words
included in logos.

@ Take plenty of cards. It can be highly embarrassing to run out of them and in some cultures
it would be an insult.

@ Many executives carry two sets of cards. One set is used purely for introductions and has not
direct contact information. The other is used for more serious encounters and includes
detailed contact information.

@ Always treat your colleagues’ cards with respect.

Think and Discuss

1. What do you do and say when you first meet with a friend?



2. What are the acceptable and unacceptable topics for conversation in China?
3. What does it tell you about the Chinese people and people in other cultures?

4. What is the value of presenting a personal card or a business card? How do you present it?

Distance and Space Requirements

People from different cultures have different conversation distance requirements. For example, Latin
Americans and Middle Easterners stand closer when they talk than do North Americans or Asians.

In the United States and Canada, people need to have greater distances between them
physically than do people in any other cultures. Although North Americans are often more affectionate
and more likely to touch people they know, they have a great need for privacy, especially in the
presence of strangers. They will feel uncomfortable if someone stands closer, they will instinctively
move backward. Should this happen, don’t be offended. Your listener is merely stepping back to
his/her normal conversational distance.

Fill in the following chart with the situations in China. Later listen to your teacher’s explanation

of the situations in North America.

Distance People Sit or Stand | Type of Body Language People

Situation
from Each Other Use

1. Riding on a bus with people you

don’t know

2. Waiting in a doctor’s office

3. Waiting in line

4. Eating lunch in a restaurant or cafe

5. Talking to your boss or teacher

6. Talking to friends in a group

7. Talking to a stranger

8. Talking to a child




Building Friendships

Some people, when they first arrive in North America, say that Americans and Canadians are very
friendly, but after living there for a while, they change their minds. A Chinese student explained
that when he fist came, people were very friendly. They helped him get settled, took him shopping,
invited him for dinner, and called to see how he was. After two or three weeks, however, they
stopped doing these things, and he was confused and disappointed.

North Americans tend to do what is necessary to help people when they first arrive. They “go all
out” doing many things to help new arrivals get settled and often make them feel like part of the
family. The new comers expect this warm hospitality to continue in the form of a solid friendship.
However, North Americans expect that once people are settled and have been there for a few weeks,
they will begin to do things for themselves and become independent.

Like other aspects of culture, friendship is perceived differently in various parts of the world. In
North America, the word friend has a broad meaning, including everyone from a casual acquaintance

to a long-time best friend. The following chart describes some of these levels of friendship.

Term Definition Customary Behavior
Neighbor Someone who lives next door, across the | Neighbors generally say hello when they
street, or on the same block see each other. Some become good
friends. They often help each other,
| borrow things, and watch each other’s
houses when no one is at home.
Acquaintance Someone you have been introduced to but | Acquaintances generally say hello when

do not know well they meet and make small talk.

Best friend

Someone you can rely on and of whom you

would feel comfortable asking for assistance

Best friends generally share good and bad

times together and spend free time together.

at any time

Boyfriend/ girlfriend Someone of the opposite sex for whom you | People go on dates, share affection, and
have romantic feelings walk arm in arm in public with their

boyfriends or girlfriends.

Girlfriend A female friend of another woman | Girlfriends spend time together and share
( “boyfriend” not used by men and boys to | common interests.
refer to their male friends)

Classmate A student in your class Classmates say hello, make small talk,

and sometimes study together.

Business associate or

colleague

Someone who works in the same place of

business as you do

Colleagues ~ share business  information,

discuss problems related to their work, and

occasionally socialize.




Sharing Good and Bad Times

Friends are people with whom we share both good and bad times. We share happiness, excitement,

anxiety, and sadness with them,

Sharing your joys and happiness is one of the most pleasant parts of friendship. The

conversations that follow contain many expressions commonly used to express excitement.

Dialogues

1. A
B:

U.‘J>UU>UJ>U-‘J:>.UJ>

I can’t believe it! I got an A on my science test!

Congratulations! That’s great!

: Thanks. I'm so happy! 1 really worked hard for that A.
: I know you did. You deserve it.

: I have the most wonderful news!

What happened?

: My sister finally had a baby girl. It’s great, because she has three boys!
. How wonderful!

: You'll never believe this!

: What happened?

: I won five dollars in the school raffle! How about that!

Boy, are you lucky!

Role-Play

With a partner, choose one item from each question and develop a dialogue.

1. You have just become an aunt or an uncle.

2. You received an A on an English essay.

3. You have been offered a job at which you will be earning $ 15 an hour.

4. You meet a friend you haven’t seen for ten years.

Worry is a common feeling that can be alleviated by sharing with friends. People respond to worry in

many ways. Some people become irritable, others become very quite and intense, and still others

may become sad and distracted. Here are some ways to express and respond to worry.

Dialogues
1. A: I'm upset.
B: What’s the matter? What happened?

2. A,
B:

I really need to talk to you. Do you have a minute?

Sure. What’s bothering you?



3. A: I have a real problem. I don’t know what to do?
B: What is the trouble? How can I help you?
4. A: What’s wrong? You really look worried and upset.
B: My dog was hit by a car.
A That’s terrible! Is he okay?
B: I don’t know. He is at the vet’s.
A: I hope he will be all right.
B. Thank you. So do L
5. A: I'm so worried. I haven’t heard from my family in three months.
B: How often do they really write?
A: Oh, at least once a month. Either my father or my mother writes.
B: The mail is really slow sometimes. I'm sure you’ll hear from them soon.
A: T hope so. '
B: You know the saying, “No news is good news. ” If something were wrong, they would

have contacted you.

A: Maybe you’re right. Thank you.

Role-Play .

Choose a tense situation from the list that follows and develop a dialogue with your partner.
1. You are worried about failing math.
2, Your family hasn’t written or called for a long time.
3. Your 16-year-old sister wants to get married.
4. You lost your job.
5. You lost $ 100 from your wallet.

A wide range of religions exist in the U. S. and many Americans are deeply religious. Churches and
other places of worship frequently serve as cultural and social centers of the community. The variety
of places of worship offers a unique opportunity for international students to explore. Church services
are open to the public and, frequently, immediately before or after the service, a “coffee hour” is
held to meet people. Mutual respect of different religious beliefs is important to the maintenance of
the social fabric. Religious conviction tends to be a private matter with most Americans, but many

are willing to answer questions and will express interest in your beliefs.
Gift Giving

Giving the appropriate gift in a timely fashion not only cements personal relationship in some cultures
but it can truly enhance a company or personal imége. The right gift conveys respect to the individual
and by the same token can convey a company and personal image of global sophistication, even
power. In relationship-driven cultures, the gift reflects the company image and intentions and gives a

9



potential partner insight into how both you and your company think and are likely to act in the

future. Still the purpose of any gifts should be to please and honor the recipient.

Gift Presentation Rules

® A gift, regardless of its expense, should always be wrapped ; failing to wrap a gift signifies
an uncaring attitude and undermines the impact of the gift.

@ In choosing the appropriate wrapping, be aware of any cultural color taboos. Also the
wrapping should be appropriate for the recipient.

@ Always enclose a card with a personal comment with the gift. A busmess card, while not
ideal, can work provided you include a personal note on the back.

@ Give the gift in a timely manner. Waiting till you return home from an overseas assignment
may be too late. Delaying the presentation of a gift also d1m1n1shes its impact.

@ It is best and safest to receive w1th two hands.

@ Reciprocation is commonplace in gift giving. Make sure you reciprocate with equal
value. Never outshine the host when offering gifts.

@ Gifts should never replace the basics of good business practices and etiquette. They are a
supplement to, not a substitute for, a sound business proposition. Of course, a gift should
never take on the appearance of a bribe, even in countries where such practices are
commonplace. A gift is just that—a freely given token that shows appreciation or respect. A

bribe is part of the mandatory cost of doing business in some places in the world.

Frequently in North American and European cultures, company policy states that an employee,
regardless of rank, is not allowed to receive a gift of any size. As a courtesy to international
colleagues, most companies and company executives will mention this up front to avoid any

embarrassment to the giver.

Making Good Image

What is image? It is the way you appear to others.

One’s image plays a very important role, rightly or wrongly, in the way we feel about
people. In reality, how you look goes a long way in making the first impression. Clothes, hairstyles,
makeup, cleanliness, posture, and even a person’s name tell you a great deal about
someone. However, your physical appearance is also the form of communication that you can
maintain a great deal of control over. Therefore, it is very important for you to make a good image of
yourself.

Look at the pictures here, decide how you feel about each person and answer the questions.

10



1. In English we have these expressions: “Clothes make the man. 7 “You can’t tell a book by

its cover. 7 Do you agree with these sayings? Why or why not?

2. What personal characteristics do Chinese people admire and respect (for example, dress,
appearance , friendliness) ?

3. What is your idea of a beautiful person?

4. Why do people have different ideas of beauty?

Not only the sense of sight, but also the sense of smell can help you feel about a person. English
people are offended if a person smells of sweat or has bad breath. They are also sensitive to body odor
(or B. 0., as it is called). Therefore, apart from showering daily, they use a ‘deodorant under
their arms, brush their teeth twice a day, and use breath fresheners when they believe their breath
smells stale, after smoking or after eating onions or garlic. Clothes, especially shirts and blouses,
are washed after one or two wearing, even if they appear to be clean.

Realize it or not, you communicate through what you wear, your hairstyle, the polish of your
shoes and even the look of your fingernails. Clothes may not make the man—or the woman—but the
reality is that how you look goes a long way in leaving a great first impression. Clothes should serve
as a gentle backdrop to your personality and mission. Outlandish hairstyle, excessive makeup,
mountains of jewelry or a strong scent of perfume or cologne may cloud your image as a professional

and send the wrong signal to your foreign colleague.

.4_| Problem Situations

Sometimes you will find yourself in a situation that requires you to act in a way that is contrary to

what your friends want or believe is correct. These situations are often difficult to handle. You will

11



