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Introduction and Greetings

Section | Learning Objectives

e To be able to introduce oneself and other people;

* To be able to know the etiquette of introduction in social situations
and business situations;

* To be able to be familiar with different professions and position in
business situations;

* To be able to make and receive phone calls properly in business

contexts.

Section I Sample Dialogues

Instructions for Performance: Divide students into pairs and role-play

the following dialogues.

Dialogue 1

L1 Wei: Hello. Nice to meet you. My name is Li Wei, from Chi-
na National Overseas Trading Corporation. Are you the
general manager and chief representative of the British
Petroleum Company in China?

Brain: Yes. I'm very pleased to meet you, Mr Li. I'm Brain

=003~



Li Wei.

Mr Reeves:
Dialogue 2
David :

Linda :

Wadely:

Huggins;

Linda;
David;
Dialogue 3
Michael ;
Amy:
Michael :

Amy:
Michael

- 004 -

Outlaw. This is my name card. Let me introduce to you.
This is Mr Reeves, senior manager of the British Petro-
leum Company in China.

Glad to meet you, Mr Reeves. Our company has assigned me
to be your host here in Beijing. I'm pleased to meet both
of you.

Nice to meet you too.

Good morning, Linda. It’s nice to see you again. I'd like
you to meet two of our key personnel. This is Mr Wade-
ly,our Project Advisor. This is Mr Huggins, the Sales
Representative of our company.

How are you, Mr Wadely and Mr Huggins? I'm very
pleased to meet both of you. I represent the Oriental
Trade Company, and welcome you to Beijing, Is there
any place you'd like to visit in particular? I could help
you arrange that,

Well. Would you please arrange a field tour to a factory
for us, if it is possible.

I'd like to interview some of the factory workers, if pos-
sible.

Okay. T'll try to have it set up for you.

That will be fine. Thank you, Linda.

Good morning, May 1 speak to Johnson?

I'm sorry. He is not in now.

Could you take a message for him? I've got something
very important.

Sure. I am his secretary. May I know who is calling?
Michael King from General Motors. 1 am phoning to fix

a meeting to discuss our project on November 24th.



Amy:
Michael .
Amy:
Michael .

Amy
Michael ;

Right. Let me note down. Could you tell me the time
and the place of your meeting?

We are going to have a meeting at 10:00 a. m. on No-
vember 24th at the office. The room number is 705.

Ok, got it. I will pass on your message to Johnson when
he comes back.

Thank you very much.

You are welcome. Bye-bye.

Bye.

Section Il Useful Words and Expressions

accountant L4t
actor BiER
actress i@ b
airline representative Hb8h A G
anchor i
announcer I
architect IR
artist AR
astronaut TG
attendant AR % 5t
auditor Hit G
auto mechanic REHT
baker HEEE I
barber P& M (58)
baseball player FEERIE T
bell boy [TE
cartoonist B R
cashier B 5
chef J5F i
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chemist

clerk

computer programmer
construction worker
cook

customs officer
dentist

designer

detective

doctor

door-to-door salesman
driver

dustman

editor

electrician

engineer

farmer

fashion designer
fireman (firefighter)
fisherman

florist

foreign minister

gas station attendant
geologist

guard

guide

hairdresser
interpreter
journalist

judge

lawyer
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librarian
magician
mathematician
mechanic
miner

model

movie director
movie star
musician
nurse

office clerk
photographer
policeman
postman
receptionist
reporter
sailor
salesman/ salesperson
scientist
secretary
singer
statistician
surveyor

taxi driver
teacher
technician
tour guide
translator

TV producer
veterinarian

waiter
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waitress wiEE (R
writer ER

card *h. &R
catalog B, B2
colleague [715 , [R]f5¢
department (B Ak ) IFH; JA
firm /N
introduce .50
look forward to e, BifF
relationship KERBHR
take care of e Jo , Ab 2
recommendation . n4
Chamber of Commerce (GRS

inform A
specialize in ®E

enter into business relations Bk ER
meet with great favor Z X

of the latest style & W e
coincide —3, AHAF
financial position A 45 AR5
credit standing {5 F Hu;
trade reputation ik

+ ERAaX

1. May I introduce myself?

TAI LA — T B A g7

2. Hello, I'm Hanson Smith.
A7 FRAREDRR « L.

3. Excuse me. I don’t think we've met. My name’s Tom Smith.
oK) RAIRNTEAE Wik, ROZFEGH - L&

4. How do you do? I'm Tom Smith.
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5. I'm David Anderson. It’s so nice to meet you here.
WERT » LEHK. REAEX ILBR,
6. First let me introduce myself. I'm Peter White, production man-
ager.
HEULBNMA—THKEC . REATBEIME - 5.
7. My name is David. T work in the marketing department.
HREART., HAETHHTAE,
8. Jane, this is Tom. Tom, this is Jane.
i, XMW . B, X2,
9. Jane, I'd like you to meet my friend Tom.
&, AR W — T R A H 1
10. Jane, have you met Tom?
& s R WL v 4 T g7
11. Jane, do you know Tom?
a7 RN TR I g 2
12. Look, Tom's here. Tome, come and meet Jane,
& HIAEX . T, SR — T,
13. Jane, this is Tom. He's a friend from college.
o] R, R
14. Jane, Tom is the guy I was telling you about.
] X R IB RN 7
15. Do you know each other?
PRATTR A TR ?
16. Have you two met?
PRATT I, g 7
17. Have you two been introduced?
PRATEARIAI 117
18. Allow me to introduce you to Mr Tom Pierce.
HRGFRNE— T o « FIoRETEAE.

19. Let me introduce our guest of honor, Mr Tom Morris.

= 009-



IEBSRANA— TR E NG - EI6lT.

20. If you want to be introduced to the author, I think I can

arrange it.
WRRAE X AEE AR B2 HE,

21. I'm glad to meet you.

REIEBERR.

22. Nice meeting you.
REIEER.

23. How nice to meet you.
BREERE.

24, T've heard so much about you.
REZWTHSET .

25. Helen has told me all about you.
BRESBREHLRT .

26. I want to meet you for some time,
K—HERAE L.

27. I'm delighted to make your acquaintance.
TREPEARIR.

28. It’s a privilege to know you.
TRFEFINRIR.

29. Please have a seat.
HA .

30. Thanks for agreeing to meet with me.
AR LEFIATRAR .

31. He'll be right with you.
fib AR PR St >k .

32. Can I offer you something to drink?
A Ig AT A7
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