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Part One Introductions and Small Talks

Chapter 1 How to Make Introductions

Some people become nervous when they meet 2 “V, 1. P.” (very important per-
son). They may only nod hello or shake hands. They may stand uncomfortably while
waiting for someone else to pick up the conversation. They may even forget to say their
own names. Don’t be shy. You will soon find that most people generally want to make
new business contacts and establish new friendships. You will find people who are fasci-
nated by visitors from other countries. They want to get to know something about you
and your country. Don’t be offended, however, if they know little about your country:
a common belief held by many Americans is that they should not visit other countries
until they have seen most of their own. You may therefore find that many otherwise
well-educated people may not know much about the social, political, and cultural issues
affecting your country. Take the opportunity to educate them.

One of the main elements of an introduction is your smile, or at the very least, a
pleasant facial expression. People will forgive most faux pas if they believe one’s heart is
in the right place. Making eye contact and projecting one’s voice are also important.
Make sure names and titles are pronounced and enunciated properly. Ask about the pro-
nunciation of a name if you are unsure. Always use titles when called for. If it is a doc-
tor, refer to them as “Doctor. ” It is always nice to say something a little personal about
the other person, but not too personal. Mention a hobby that might interest the other
person. If you are the one being introduced, say something like, Hi, it is nice to meet
you. Sometimes a simple “Hello” just isn’t enough to convey interest, so if you can’t
think of anything else to say, make sure you smile and make that crucial eye contact. If
it is a young woman in a social setting, who is being introduced to an older woman of
higher rank, she should always stand when introduced. However, there are some
women who grew up not knowing that when introduced to someone your own age, you

should not stand. This can upset some women and in a way it says, “You must be older
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than me. ” Also, the rule used to be that only men were supposed to stand when being
introduced to a woman. Now, gender no longer plays a role in most business introduc-
tions in the U. S, and European communities. In business situations, one should always
stand up when being introduced to someone else. If you are traveling to another coun-
try, whether it is for business or pleasure, or if you are meeting someone whose culture
is unfamiliar, always check to see what the specific manners are for that country or cul-
ture. Introductions for kids and teens can be a bit difficult unless they start off at a very
young age learning how to do it with confidence. Most kids would rather shake a dog’s
paw than an adult’s hand, so get them in the habit early. Young people will respond
positively to new things when they find there are “perks” involved.

The seven elements the students learn are: (i) Smile. (ii) Make eye contact.
(iii) Project your voice and pronounce names properly. (iv) Add something personal, but
not too personal, For example, “My Mom has a teddy bear collection” is fine. “My Dad
spends all Sunday morning in the bathroom with the newspaper” is not. (v)Use proper
titles, Don’t introduce your parents as Mom or Dad unless that is how they want your
friends, teacher, etc. to address them. (vi)Say “It’s nice to meet you” and smile when
introduced to someone. (vii)Shake a hand firmly when a handshake is offered. If you
are a person that is a little introverted and find yourself constantly nervous about meet-
ing new people, it is in your best interest to practice the proper way to make an intro-
duction in the privacy of your own home. The more you do something, the easier it is,
As far as those sweaty palms are concerned, try this tip; carry a fresh napkin in your
front pocket when attending an event and before you shake someone’s hand you can dis-
creetly wipe the moisture off your own.

Introducing oneself can often be a frightening task for someone who lacks experi-
ence speaking in English. If you only say your name and the country you are from, you

will likely find that the person you are meeting may not be able to start a conversation
with you.

Chapter 2 How to Start a Conversation

Whether you are a host or a guest, there are many social situations that will call for
interaction, even when you are stumped for some way to get it going. For example, you
might want to help a friend’s new “significant other” feel comfortable. Or, you might
see a stranger across a crowded room, and realize that this is your only chance to im-
press Mr. or Miss Wonderful. Then, you realize that you're not sure what to say. Be
sure to follow the following steps:

(1) Start with a “hello,” and simply tell the new person your name, then ask them

theirs. Offer your hand to shake, upon his or her responding to you. If you already
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know the person, skip this step and proceed to Step 2.

(2) Look around. See if there is anything worth pointing out. Sure, talking about
the weather is a cliche, but if there’s something unusual about it—bam! —you've got a
great topic of conversation.

(3) Offer a compliment. Don’t lie and say you love someone’s hair when you think
it’s revolting, but if you like his or her shoes, or a handbag, say so. A sincere compli-
ment is a wonderful way to get someone to warm up to you. But be careful not to say
something so personal that you scare the person off or make him or her feel uncomforta-
ble. It is best not to compliment a person’s looks or body.

(4) Ask questions. Most people love to talk about themselves—get them going.
“What classes are you taking this year?” “Have you seen (Insert-Movie-Here)? What
did you think of it?” Again, keep the questions light and not invasive. Do not ask too
many questions if he or she is not responsive to them.

(5) And another thing, do not ask any question about yourself, because that will
most likely make the conversation about you, and people don’t like that either.

(6) Jump on any conversation-starters he or she might offer; take something he or
she has said and run with it. Agree, disagree, ask a question about it, or offer an opin-
ion, just don’t let it go by without notice.

(7) Look your newfound friend in the eye, it engenders trust (but don’t stare). Al-
so, use the person’s name a time or two during the conversation; it will help you re-
member the name, and will draw the person’s attention to what you are talking about,

Remember to relax. Chances are that whatever small-talk you’re making isn’t going
to stick out in anyone’s mind a few months from now. Just say whatever comes into
your head, so long as it’s not offensive or really weird. (Unless, of course, the person
you're attempting to converse with is into weird stuff.")

It will help if you watch some TV, listen to radio shows, and/or read a lot of news-
papers, magazines, and/or books. You need to have some idea of what is going on in the
world. If you are shy, it will be helpful to have thought about a topic or two that you
could talk about.

Follow the lead that your listener is expressing. If he or she appears interested,
then continue. If he or she is looking at a clock or watch, or worse, looking for an es-
cape strategy, then you have been going on for too long. Interesting and funny quotes or
facts can lighten things up, and make way for things to talk about.

If talking over the phone, keep the person involved in the conversation at all costs.
I{ you can’t come up with a good topic, try the “questions” game. Just keep asking them
questions; random questions work just fine as long as they are appropriate. This tech-
nique can save a phone conversation. The questions should be open ended questions that

do not require a yes or no answer. For example, “How do you know the hosts?” This
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way you can ask questions about what they just said or follow up with how you know
the hosts (for example) instead of acting as if the conversation is an interrogation.

Half of an effective conversation is the way you non-verbally communicate, and not
necessarily what you say. Practice better non-verbal skills that are friendly and confi-
dent. _

If you want to conduct a good conversation, be sure to remember the following
tips;

(1) Don’t be overly invasive with questions.

(2) Don’t use tons of fillers like “umm” or “soo. ” It might make the person you're
talking to feel awkward or obligated to say something. Instead talk slowly and pause.
This will create a little tension and make your partner more invested in your conversa-
tion.

(3) Don’t desperately ask personal questions.

(4) Keep eye-contact.

(5) Don’t ever comment negatively on the person or someone’s looks. You never
know if they have a personal attachment to it or if they are friends with the person you

are criticizing.
Sample Dialogues

The sample dialogues here are not model conversations , but they may of fer some i-
deas on ways to introduce yoursel f and start a conversation. As you read the following
lines of dialogue with a partner, fillin the blanks with your own names and your own
countries. You may add any additional information that you feel is appropriate, such
as the name of a law school that you are attending or the name of the law of fice or
government ministry where you work. Words in parentheses in these sample dialogues
are optional. .
1. A: Good morning! My name is . Tam a lawyer from . Hereis

my business card.

B: Good morning, . My nameis  , and I’ m a lawyer from
Here is my (business) card.

A: It is nice to meet you, . What kind of work do you do at your law
firm?

B: My firm specializes in international business law, Right now I am working on
issues for several international corporations.

A: That is my area of work as well. T work on some of the legal issues of corpo-
rate finance.

B: That is an interesting work. I'm happy to meet you,

2. A: Hello, My name is . T am a judge on the Constitutional Court of the



>E P

Part One Introductions and Small Taiks ¢l

Republic of

: It is nice to meet you, your honor. My name is . I am an associate

(attorney) at (the law firm of) Baker and McKenzie. Welcome to Washing-
ton, D, C. Is this your first visit to the United States?

: This is my second visit to the United States, but it is only my first trip to

Washington. On my first visit, I went to New York City to attend a meeting
at the United Nations.

: I've always wanted to visit the United Nations. I'm very interested in the

work of the Security Council. When I was a college student, 1 wrote a semi-

nar paper on how the Security Council can enforce its resolutions.

A: That is an interesting and important topic.

B: Well, 1 don’t want to take up too much more of your time, because other
people are waiting to speak with you. 1 hope you enjoy your visit to Wash-
ington, Judge '

A Thank you, . 1t was nice to speak with you.

B: It was nice speaking with you, too,

: Hello. My name is . T am a partner with Shicheng Law Firm, Bei-
jing.

B: It is nice to meet you, . My name is . Tam a graduate law
student at . I'm {from

A Tt is nice to meet you,

B: Your firm has an excellent reputation in the area of customs law and interna-
tional trade law.

A: Yes, our firm does a lot of work with international businesses, Please stop
by our offices if you are ever in Beijing.

Thank you. 1 would like that very much. Do you have a business card?
: Yes, of course, How about you? Do you have a business card?
No, not yet. I'm still only a student!
. Hi. My name is , and I'm from
I'm going to be an LL. M. student at
B: Pm sorry; but your name is difficult for me to understand. Could you

(please) spell it for me?

A Sure, it is spelled

B. It is nice to meet you, . 'm a student myself at , and my
name is

A: It’s nice t0 meet you too, . How do you like the school so far?

B: Ob, I like it pretty well. I'm learning a lot about multinational corporations

law right now.
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Next semester I’'m planning to study international environmental law.

: That’s a great course. I've heard that the professor is really an expert in the

field.

: I'm glad to hear that. I'll be sure to look in the library to see what she has

written about environmental law. She probably has written a book or some

law review articles.

: That’s a good idea. The reference librarians can help you find her law review

articles if you need some help to locate them,

: That’s a good tip, thanks. I don’t have a lot of experience in using law librar-

ies here. In fact, I've never had to look up a law review article before.

: It isn’t that difficult once you know what to do. The reference librarians will

be happy to help you.
I'm glad to know that. The librarians in my country are not always willing to
help people who don’t know what they’re doing.

: Hello, my name is .I’'m from

: It’s nice to meet you, . My name is , and I'm from

What kind of work do you do?

: I am an in-house counsel at an insurance company.

: I'm sorry, but I'm not sure that I understood you. What is an “in-house

counsel” exactly?

: That only means that I work “in-house. ” We have some legal work that we

farm out to outside law firms and we have other matters that we keep inside
the company. I deal with those internal matters and 1 supervise the legal
work that we send to the outside law firms. I guess that you could say that I

work as a corporate counsel.

: What does it mean to “farm out” something?

: Oh, that’s just a slang expression. It means to delegate work to someone

else. When we “farm out” work from my company, we send it to outside law

firms.

: I think I understand now. Thank you for explaining.
: You're welcome. What kind of work do you do?

: I work for the International Bank and Development Commission of my coun-

try. I am here to learn more about international investment law,

: | hope that you have a productive visit. Please let me know if I can help in

any way.

: Yes, perhaps you could introduce me to some of the other lawyers here who

work as “in-house counsel. ” I would like to learn more about that.

: Yes, I can introduce you to some friends of mine.
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B: Thank you, I would like that very much, Here is 2 card with my telephone

number.
A: Thank you, 195 Here is my card.
B: Thank you, .

Sample Introductions

1. Good afternoon, judges, honored guests, and members of the association. To-
day it is my great pleasure to introduce Professor , one of the world’s
leading authorities on electronic communications law and international business
transactions. Given the sophisticated -nature of this audience, you are probably
already familiar with Chis or lrer) many publications in the field. Professor
____ teaches at the Renmin University of China, and (he or she) is in the United
States now to begin a term as a visitor-in residence at New York University
School of Law. (He or She) will speak to us today on the legal issues of verif-
ying electronic signatures on international shipping documents. Please join me in
welcoming Professor

2. Good afternoon. Welcome to the monthly meeting of the Young Lawyers’ Sec-
tion on International Law. I'd like to introduce our speaker today, Mr. Zhang,
from the People’s Republic of China. Mr. Zhang graduated from Peking Univer-
sity in 1995 after studying mathematics and mechanics. He has also earned un-
dergraduate and graduate degrees from the China University of Political Science
and Law with a concentration in international law. Mr, Zhang will speak to us a-
bout recent legal developments in China, including some of the technical matters
related to the privatization of key government-owned industries. He will first
make a short presentation, and then we will open up the discussion for your
questions and comments. o

3. Good evening, and thank you for coming to this reception. Tonight we are hono-
red to have with us Alice Dear, the former U.S. Executive Director to the Afri-
can Development Bank, The African Development Bank is a multilateral devel-
opment finance institution affiliated with the World Bank Group and composed of
77 member countries. The African Development Bank is engaged in promoting e-
conomic and social progress on the African continent, Among other things, the
bank’s main functions are to promote economic development and expand capital
markets and investment in Africa. The U. S. Executive Director, Alice Dear,
was responsible for promoting trade and investment between the United States

and Africa. Please join me in welcoming Alice Dear.



@ exmsenn

Interview Forms

Please use this form to interview a classmate. Remember to create questions that

will give you the information that you need. Do not fill out the form with your own per-

sonal information. When you finish this exercise you will write a short narrative intro-

duction of the person.

Classmate’s Name:

Country:

Area of Legal Practice or Interest;

Legal Education;

Other Education:

Other Experience or Professional Training:
Significant Past Employment or Future Career Plans;
Travel or Work Other Countries:

Other Languages Spoken:

Publications, Professional Presentations, or Areas of Work or Research

the Law:
Current Areas of Interest:
Family Members:
Hobbie;, Sports, and Favorite Activities:

Other Personal and Professional Information:



