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Meeting Conversations

1.Small Talk Before a Meeting -

O FEME (bt T resE)

Brian: Hi there, my name is Brian. What’s
your name?

Diane: I’m Diane. I just started working
here a few days ago.

Brian: I didn’t think I’d seen you before.
Where were you before you started this job?

Diane: I was at Morgan and Fanley’s, just

down the road from here.

Brian: Really? There are quite a few people
here who used to' work there. What did you
think about? working there?

Diane: Well, to be honest3, I really liked it.
The pay and benefits package4 was really

good.
Brian: May I ask why you left then?

Diane: It was the management5, I guess.
They brought in® so many rules that I started
to feel like I was going to prison rather than
going to work!

Brian: I see. I think a few other people men-
tioned’ that about the place.
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Diane: Probably.

Brian: So, what do you think about this
place?

Diane: Well, there’s a lot more freedom here
to do what you want, which I obviously like
quite a lot.

Brian: Yes, I like that, too.

Diane: There are quite a few meetings
though. Do they ever start on time8?

Brian: (laughs) Well, no, not really. It’s a
good opportunity® for people to get to know
one another !0 though!

Diane: How do you get all your work
done, though, if you’re always sitting in a
meeting12?

Brian: When you’re new, you’ll probably
attend’3 every meeting that you’re invited 4
to. Once you’re here for a while'5, though,
you’ll probably start prioritizing'® things
so that you only go to the meetings that re-
quire’” you to be there.

Diane: That makes sense'8. Well, it looks
like the meeting is about to start. I suppose'9
we should go and sit down now.

Brian: I suppose so. It was nice chatting to you.

Diane: Likewise?0. See you later!
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Q I just started working here a few days ago.
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I didn’t think I’d seen you before.
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What did you think about working there? WAL TR B LHE?
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I was at Morgan and Fanley’s, just down
the road from here.
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There are quite a few people here who
used to work there.
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I think a few other people mentioned that
about the place.
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When you’re new, you’ll probably attend |
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Well, it looks like the meeting is about to |
start.
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I suppose we should go and sit down now. l
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They brought in so many rules that I
started to feel like I was going to prison
rather than going to work!
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Well, there’s a lot more freedom here to
do what you want, which I obviously like
quite a lot.
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It’s a good opportunity for people to get to
know one another though!
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How do you get all your work done,
though, if you’re always sitting in a
meeting?
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Once you’re here for a while, though, you’
11 probably start prioritizing things so that
you only go to the meetings that require
you to be there.
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2.Starting a Meeting-
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llen: Well, I think it’s time to start the
meeting now. Beth, do you know if anyone
else is planning on attending’ ?

Beth: Well, we had three more RSVPs?, but
I think we should start without them.

Allen: Before we start, I wonder if we
should just give them a call® to see if they
have forgotten about this meeting?

Beth: I’ve already done that. I left a mes-
sage” on their office phones and told them
where the meeting is taking place.

Allen: Excellent, thanks, Beth.
Beth: That’s not a problem.

Allen: Ok, well let’s get started” then. Beth,
could you distribute® the agenda’ to every-
one, please?

Beth: Sure. I have more than enough copies
for everyone. Here you go.

Allen: Thanks. So, as you can all see, we
have quite a lot to get through® today. Beth,
do you want to go through the main points”?
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Beth: Of course. As you can see on your hand-
out’0, we’ve got five main agenda points. The
first is a summary11 of our marketing plans
for the upcoming year12. The second is a sum-
mary of our research plans and resourcing '3
needs for those. The third is an overview ' of
our sales targets'® for the upcoming year. The
fourth is a look at our new digital strategy and
the final point on our agenda is a short pres-

16

entation '° on our new website which is due to

launch'” next month.

Allen: Thanks, Beth. Does anyone have any-
thing else to add to the agenda?

Beth: I think we should include a Q and A8
session at the end.

Allen: Good idea. Well, if there’s nothing else
to add to the agenda, then I think we’ll get
started with the first point. I think if we allow
approximately19 20 minutes for each of you to

present your marketing plans, that should be
about right.
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Gf Well let’s get started then.
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We had three more RSVPs.
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I think we should start without them.
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Well, I think it’s time to start the meeting

B, WA I IS AR
8T .

@
)
O o
d

Do you know if anyone else is planning on | RAELEH KB AITELES
attending? g
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Do you want to go through the main
points?
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Could you distribute the agenda to
everyone, please?
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So, as you can all see, we have quite a lot
to get through today.
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As you can see on your handout, we’ve got | KKEEBEXRIIME LEH,
five main agenda points. BlA A EEIE,

Does anyone have anything else to add to | * FEARINEKRKEENT
the agenda? IR 9
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I think we should include a Q and A
session at the end.
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If there’s nothing else to add to the agenda,
then I think we’ll get started with the first
point.

N
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[ left a message on their office phones
and told them where the meeting is taking
place.
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The first is a summary of our marketing
plans for the upcoming year.
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The final point on our agenda is a short
presentation on our new website which is
due to launch next month.
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Before we start, I wonder if we should
just give them a call to see if they have
forgotten about this meetmg‘?
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I think if we allow approximately 20
minutes for each of you to present your

marketing plans, that should be about right.
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I be planning on attending

Az K

2 RSVP XERMESR
3 give sb a call ¥TH g
4 left a message @&
5 get started FFhfh

6 distribute v 53K
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8 get through #EFT

9 main point &

7 agenda

10 handout n. #¥8

11 summary » =

12 upcoming year [ —4F
13 resourcing n. TR

14 overview n. RIENH
15 sales target B§H H #5

16 presentation . PRk

17 launch v FFi@

18 Q and A [A] & &4

19 approximately adv. K%
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3.Introducing New
Members of a Team-
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David: The next point on the agenda’ is the
new members of the team. Eve, do you want
to go through? that?

Eve: Sure, David. Well, as you may have
noticed3, we’ve got a few new faces in our
department.

David: A few? I'd say that’s the understate-
ment# of the year!

Eve: Ok, well, more than just a few. We’ve
recently hired® another five staff members
for our team.

David: That must be a record®! Who is the
first person you hired?

Eve: The first person we hired was Martin.
He’s working as a marketing executive’.

David: And who is he reporting to8?

Eve: He’s reporting to David, the campaign®
manager.

David: Did you hire any other marketing ex-
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ecutives?

Eve: Why'0, yes, we have. Her name is
Caroline.

David: And who is her line manager?
Eve: That would be Nicola.

David: That’s great. Nicola could really use
some more help.

Eve: That’s right. She’s been really over-
worked " lately.

David: Any other executives?

Eve: No, but we have hired two marketing
assistants 12: Jane and Anne.

David: I’ve seen these two around, but I'm
not sure which one is which.

Eve: Well, Jane is the one who sits to the
right of Maureen. Anne is the one who sits
just outside my office.

David: So, will Anne be reporting to you?

Eve: No, they will both report directly to
Maureen.

David: I see. And who is the final new re-
cruit!3?

Eve: That would be Keith. He’s been hired
as my personal 14 assistant.
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