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T Learning Objectives

In this unit, you shall

e learn how to greet and make an introduction in the workplace;

* be able to start a conversation with a stranger;

grasp the skill of liaison or linking sound;

test your ability to understand main ideas and detailed factual information.
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by Sara Mahuron

First impressions are mighty powerful. You don’t get a second chance, so be on top
of your game when greeting others in your workplace or other business settings. While
professionalism will go a long way, it is helpful to know some of the rules of the game, such as
when to speak first or the proper way to shake a hand. Before interacting in an international
setting or with visitors from other lands, learn the business greeting etiquette for their culture,
too.

The Everyday Greeting

The common American greeting, “How are you?” is customary even in the workplace.
Okay, no one actually wants to know how you really are, but you should know what’s
expected of you just the same. The correct way to respond is with something positive, such
as “great,” “good” or “wonderful.” Then return the greeting with the same words. Whoever
is ranked higher in the company should speak first and probably expects a quick response.
Do your best to include the person’s name in every greeting. Learning, remembering and
using names is an important part of etiquette. Exchange business cards if you have reason to
communicate in the future.

Introductions

Introduce people correctly by drawing on the information you know—name or position
title. Highest ranked individuals are introduced first, so if you are handling the introductions,
be sure to begin at the top. It is perfectly fine to introduce yourself in a business setting if
no one is around to do it for you. When you introduce yourself, include your first and last
name without any title. Stand during business introductions, smile, make eye contact for a
few seconds and give a firm, full-hand handshake. The American handshake has one to two
shakes.

Greeting Cards

Greeting cards for holidays and other special occasions add a nice touch to the workplace
and are simply a tasteful way to say hello. Choose cards that will not offend anyone’s religion.
Buy quality cards and mail them early enough to arrive before the holiday. Make the cards
personal by including a few hand-written words inside, then sign the card and address the
envelope by hand. A personal touch shows the recipient he is valued and helps maintain

positive business relationships.

L http://everydaylife.globalpost.com/business-greeting-etiquette-4811 .html)‘
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Liaison or Linking Sound

What is liaison?

When a word ends in a consonant sound and the next word starts with a vowel the words
link together. The ending consonant “jumps over” to the next word. So when you hear this

simple sentence, what you hear is:

She work si na nol doffice. ( She works in an old office.)

@ Practice the phases by yourselves.

come out look at take it off beat it

drop in put on bend over keep on
there is far away after all for ever
go on Iam see off try again

@ Listen to the following sentences and mark the sound linking you hear as

shown in the example.
Example:
You hear “That is a cat.”

Please mark “That " is ™ a cat.” as “that” is linked to “is” and “is” is linked to “a.”
1

. I'll be back in half an hour.

. Will it take a lot of time to go to town on foot?

0 O NN AW N

[
N = O

Take a look at it.

. There is a pair of shoes.
. She was away from her own country for a long time.

Shall we meet at ten o’clock tomorrow morning?

. Each of us had a sandwich and a cup of tea.

. Is it very cloudy outside?

. Those who are quick can go early.

. Do I have to do every exercise?

. Many of us will go out tonight.

. Everybody can see that he is blue in the face.

S
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—<¥,
([ Q:: . Words and Expressions
hesitate v. B, BHFEE
contract n. HA], ¥
establish vr. 37, g
quit o L EE
salary n. $iK
personnel n. 2{KH T
outstanding adj. 7RHA; BEK
staff n. K5
manufacture vz, i, 4= e

Listen to the dialogues and guess where the dialogues happen. Then write the

corresponding letters in the blanks.

A. In a restaurant. B. In an office. C. In the library.
D. At the bus stop. E. In a shop.

1.

2.

3.

4.

5.

Task )

Listen to the dialogues and fill in the blanks.

Dialogue 1

A: Good morning, are you new here?
B: Hi! Yes, it’s my first day on the job! I am a rookie in this field.

A: I am Jenny from the Marketing Department. Nice to meet you!
B: Nice to meet you, too! I am John. 1)

A: Good. Welcome to join our company.
B: Thank you.
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Dialogue 2

A: Hi, Billy, how are you getting on? I haven’t seen you for ages!
B: I am fine. 2) . I just got back.
A: Where have you been?

B: I was on business in Beijing.

Dialogue 3

A: Hi, Mary. How are you doing?

B: Couldn’t be better. Thank you. How about you?
A: 3)
B: What’s the matter with you?

A: I've got a cold.
B: Sorry to hear that. Have a rest and drink more water.
A: Thank you.

Dialogue 4

A: Let me introduce myself. I'm Robert Thomson, Marketing Manager of Skyline Company.
B: Glad to meet you, Mr. Thomson. I'm Terry Smith, how do you do?
A: How do you do? Here is my card. And if there is anything I can do for you, 4)

B: Thanks. I really appreciate it.

Dialogue 5

A: Haven’t we met each other before?

B: Yes, I think we have. We met at the product release last month, and you are Grace.

A: 5) . I'm very happy to see you again. This is my boss, Mr. Brown.
This is Peter White, Sales Manager of BMW Automobiles.

B: How do you do, Mr. Brown? Glad to meet you.

C: How do you do? Glad to meet you, too.

Task €)

Listen to a dialogue and choose the best answer to each question.
1. What's the possible relationship of the two people?

A. Husband and wife. B. Colleagues.

C. Friends. D. Teacher and student.
2. What'’s Cindy’s work?

A. To sign the contracts. B. To draft the contracts.
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C. To negotiate with the customers. D. To entertain the customers.
3. How did Cindy find those big customers?
A. She telephoned them again and again.
B. She emailed them many times, almost every day.
C. She went to their companies and introduced them her products again and again.
D. She called the CEO of the companies directly.
4. What attracts the customers most?
A. Cindy’s hard work.
B. The company itself.
C. The low price and high quality of the products.
D. The high quality of the products.
5. Why did Bobbie quit his job?
A. Because he didn’t like his job.
B. Because he found a better job.
C. Because the job is too difficult for him.
D. Because he was not satisfied with the salary.

Task €)

Listen to a dialogue and decide whether the following statements are true or false. Write T
(true) or F (false) in the brackets.

) 1. Henry and Alex are good friends and have known each other for nearly 20 years.

) 2. It’s the first time that Alex has been in Dalian.

) 3. Henry knew Dalian very well because he had been there before.

) 4. Mr. Davis has made Henry’s travel plan.

VN NN

) 5. Henry will be staying in Dalian for 5 days.

Task

Listen to a conversation and answer the following questions.

In the following conversation, Carol Hanks is a senior executive from a corporate bead
office. She’s on a business trip to the company'’s Asia Division office. Bill Chen, the Vice-President
in charge of Asian operations, greets ber.

1. How was Carol Hanks yesterday?

2. Who is the Financial Officer?

——
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3. Is Karen doing a great job? How do you know?

4. What's the reason for those outstanding sales figures according to Joe?

5. What would Carol like to see next?

. Section ¢ Extended Listening
—

~J7_ " Words and Expressions
collectively adv. AH, F:[EHY

attest to  {F3E; jEH

webinar n. TELHBHTES

pass out 7rK; 4L

networking n. # THEXRRMN; M4k

tricky adj. (JE#. TAES) E2R0; HUER; BU0H; BRT
pitch n. J--AEREME; & - HHNEHE

affiliation n. BXRIKER; MA; HE

advent n. HI; FK; KlEHA

telex n. P EBEHR; B%; BEBCKHL

trace v. BY, HR; WEL, BER

convey ut. f&ik, f&i#; izik, Mk

frame 7. HEZ; ORGEHE; AHE

kpop-up adj. RN ; A BHIENEEN

Task o

Listen to a short monologue and fill in the blanks.

1. Masie Smith’s title is

collectively and directly with each other for a long time.

3. She believes are fine but nothing beats face to face.

can attest to her dreaming about the opportunity and possibilities of working
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Task €

Listen to the passage and decide whether the following statements are true or false. Write

T (true) or F (false) in the brackets.

() 1. All the job seekers know how to introduce themselves.

( ) 2. Alot of job seekers have a difficult time getting beyond that very basic introduction.

( ) 3.Job seekers can’t chat about where they grew up or anything about their hobbies.

( ) 4. It gets a little tricky when it comes to say something smart and relevant about your job
search interests.

( ) 5.If you can’t introduce yourself to a potential contact in 20 seconds or less, you may miss

some important opportunities.

Task 0

Listen to the passage and fill in the blanks.

Business cards are cards bearing business 1) about a company or
2) . They are shared during 3) introductions as a convenience and
a 4) aid. A business card typically includes the 5) name, company
or business 6) and contact information such as street 7) ;

telephone number(s), fax number, e-mail addresses and website. Before the advent of electronic
communication business cards might also include telex details. Now they may include social

8) addresses such as Facebook, LinkedIn and Twitter. Traditionally many cards
were simple black text on white stock; today a 9) business card will sometimes
include one or more aspects of striking 10) design.

Task @)

I. Listen to the passage and answer the following questions.
1. Where can the custom of sending greeting cards be traced back?

2. When are greeting cards usually given?

3. Why do we send greeting cards?

4. Can you list some types of greeting cards?
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5. How do we call the cards which are sent electronically?

II. Listen to the passage again and decide whether the following statements are true or
false. Write T (true) or F (false) in the brackets.

( ) 1. The ancient Chinese exchanged messages of good will to celebrate the New Year.

() 2. Greeting cards are rarely packaged with envelopes.

( ) 3. There are two main types of Photo Greeting Cards.

() 4. Musical Greeting Cards can only play traditional celebration songs.

( ) 5. If you want to give someone a surprise, Pop-Up Cards could be one of your choices.

art Two

" Section A Speaking Tips

1. Greetings:

Hello/Hi!

Good morning/afternoon/evening!

Nice/Pleased/Glad to meet you!

How are you?

How is everything/your life/your vocation/holiday/weekend?
I am delighted to make your acquaintance. Here is my card.

2. Answering greetings:

Fine/Good/Great/Quite well/Pretty good/Couldn’t be better.
I'm OK/all right.

Just so so.

Pretty good.

Nothing much/Nothing special/ Nothing in particular.

The same as usual/ever.

Terrible/Awful /Couldn’t be worse.

3. Introducing oneself:

How do you do? I am John Smith.




