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GRAMMAR

Simple present
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Present continuous
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a future meaning

Simple past
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CULTURE
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Small talk disasters

Goodbye, secretaries!

Working mothers

Keeping the harmony

How sorry are you?

Getting personal
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Greetings & introductions

Andrea Bauer
is the secretary for the
sales department in LRT
Software GmbH, a
multinational company
based in Bruchsal
Germany. One of her
responsibilities is to
organize the annual
sales meeting and greet
the participants when
they arrive.

Warm up: phrases to greet visitors

Look at Andrea’s “to do” list for today.

B

{ Andrea Bauer  [25.03 ]
Annual Sales Meeting
March 25, 9:00—17:00 (_ DIARY | [ EDIT

o check equipment in conference room

o greet regional sales directors at reception
o distribute name tags

o order lunch at executive dining room




GREETINGS & INTRODUCTIONS

= What phrases can she use to v Hello GOO cfmo_ming_
groeet visitors in English? With a

partner, make a list.

%{_' Vocabulary Assistant

distribute R
name tags HE%
executive dining room SWERET

7. Greetings and its respondings

(Recording: Exercise 1) Listen to the dialogues and tick (V ) the phrases on your list
that you hear.

Listen again and fill in the missing words or phrases.

DIALOGUE 1 . DIALOGUE 2
Andrea ~ *Areyou here for Andrea  Good morning, Bob.
the sales meeting? !
Juan Yes,  2?]Juan Podadera. Bob 8
3 the Madrid sales Andrea, °
office. 1’m the new sales director Andrea
there. Bob Just fine.
Andrea % ° Jane Kapinski, the new sales rep

Andrea Bauer, the sales depart- for the western US? Jane

ment secretary. 2
Juan g

Andrea Bauer.

Andrea  Here’s a name tag for you, Mr. Jane 13

Podadeim. Tne conferénes rom Andrea  Nice to meet you, Ms Kapinski.

is j Ti here.
s just down the corridor here Welcome to Bruchsall
You can help yourself to coffee

and cookies.

Juan Thank you.

Which visitor does Andrea already know?

Answer




GREETINGS & INTRODUCTIONS

>.2. Match the phrases to the iesponm.

1 May | introduce you to ...? a No, | don’t think we’ve met.

2 Nice to see you again. b Nice to meet you.
3 How are you? ¢ Pleased to meet you, too.
4 Do you know ...? d Nice to see you, too.
5 Pleased to meet you. e Fine, thanks, and you
Introductions Greotings
My nameis.../I’'m ... Good morning / afternoon / evening.
I’m from... Nice to see you again.
May | introdﬁce you to...? How are you?
This is... Fine, thanks, and you?

Do you know...?

I don’t think we’ve met.
Pleased to meet you.
Nice to meet you, too.

3. Complete the dialogue with the phrases above.

A Hello, Andrea. N . How ?

B , Wilma, ?

A Very well, thank you. Andrea, d Rachel O’ Donnell?
B No, | don’t

A Rachel is my personal assistant. Rachel, this is Andrea Bauer. She’s the department secretary
here.
Cc

B Pleased to meet you, too. Wheri’ you™ Iitroate

yourself, first say your

4. Practice greetings and Introductions In groups of three. first name and then
Use the flow chart below to help you. your last name,
A B c :
Greet Greet Werling:
colleague B. colleague A.

Hello, my name is
Mike Barrows.

Respond to greeting. MillerRegina:
Introduce new
employee C.
Respond to
Greet C. po‘
greeting.
Partner A
Partner B

PartnerC




GREETINGS & INTRODUCTIONS

Introduction to nationalities, jobs and office tasks

The sales directors come from many different countries. Complete the table below.

Country Nationality i
Austrian
Brazil
British
China
French
Germany
Ireland s
Japan \\
Dutch
Spain
Swedish
Switzerland

Imagine that you are a sales department secretary of a company. What countries does
your company work with? Add them here.

Answer

Now introduce these regional sales We use articles (a/an/the) before job titles but

directors as in the examples not for nationalities alone.

o ] I’m . personal assistant and Mr Roberts is
This is Juan Podadera from Madrid. engineer. We both work for Mr Hartmann. He's
He’s the Spanish sales director. engineering director.

Do you know... ? She’s/He’s the...
Bob Jameson is American sales director.

sales director.

I’m an American, but my colleague is a German.

Marijke van Helt Dennis Filmore Juan Podadera Vijay Gupta
Amsterdam London Madrid New Dehli



GREETINGS & INTRODUCTIONS

&
Marie Chardin Marina da Siiva Haoping Ling Diane Hessler
Paris Sao Paulo Shanghai Zurich
3.2. (Recording: Exercise 7) Look at these office Andrea Marta

tasks. Which ones do you do? Then listen ke telephone calis
to the dialogue and tick (V ) the correct  sort the mail

meet and greet visitors

Il ]

O Ul

boxes for Andrea and Marta. do the filing O Il

write letters O [

* Now answer these questions. wiite foports 0 O

1 Does Andrea organize meetings? ' make travel arrangements 0 O]
2 Does Marta make travel arrangements? make appointments

3 Do the other sales staff take telephone calls? for the sales director ] ]

4 Who does the filing? for the sales staff ] O

5 Who writes reports? organize meetings O O

(] ]

I U

take minutes during meetings

1 Answer 2 Answer
3 Answer 4 Answer
5 Answer

We use the simple present to describe routines and everyday tasks. Complete the tables.

I take

He/She telephone calls.
You/We/They
Do thesalesstaff  take telephone calls? —No, they .
Andrea telephone calls? —Yes, she does.

Who telephone calls?



GREETINGS & INTRODUCTIONS

Put the verbs In the simple present to complete the text about LRT.

LR T

LRT 1 (be) a leading provider of e-business
tools. We 2 (offer) the solutions and services
that companies 3 (need) to reach their goals.
Our customers “4(use) our Internet software
for a variety of business applications. The LRT e-business
platform 5 (help) companies, their employees,
customers, and partners work together successfully.
We 8 (not/sell) software — we 1
(deliver) solutions. 8 (you/want) to learn
more about LRT?

Contact us at info@LRTe-solutions.com

. f\_hl_tn)cabulary Assistant

e-business BT RS
platform &

Look at the phrases from the dialogue In exercise 7.

| usually write letters.
Marta sometimes does it for me.
Marta always sorts the mail.

/ normally

often

seldom/rarely
Where would you put the words usually,

sometimes and always on this scale?
never 0%

Answer once a day/twice a day m
three/four times a day
in the morning/afternoon

With a partner, ask and answer questions
about your Job. Take notes on your partner’s
answers.

When do you open the How often do you
mail? read your email?
—/ usually open the —I read my email
mail in the morning. twice a day.



= Now report on your partner to the class.

Susanne usually opens the mail in the morning.
She checks her email twice a day...

Your report

Match the Jobs below.

1 accountant

2 customer service representative
3 department manager

4 personal assistant

5 receptionist

6 sales representative

7 secretary

8 technician

GREETINGS & INTRODUCTIONS

O#sH

O #rss

O &rFmERE
O &EARR

O &&FR

O HERER

O &t
OMABF

Which of the Jobs above fit these dmrlptloni? Find descriptions for the others.

1. He is the first to greet visitors to the company.

Answer

2. She assists the manager of a department or company.

Answer

3. He keeps the financial records of the company.

Answer
4. She’s in charge of the department.
Answer

Imagine that you are a clerk In a company, think of four Jobs In your department.
Describe the jobs to a partner and find an English name for them.

Answer

What questions can you ask for the following information?

name job title

company = main responsibilities

Your questions

LERT
SOFTWARE
Jutta Schwarz
Customer Service Representative
LRT Software GmbH
Dresdener Weg 12
76646 Bruchsal
Tel.: ++49 (0)7251 971116
Fax: ++49 (0)7251 971102
j.schwarz@Irt.de
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First fill out the chart below for yourself. (Use your own or invent the details.) Then intro-
duce yourself to a partner and exchange information. Write in your partner’s details.

Me My partner

name

company

job title

main responsibilities

Now stand up and move around the classroom, introducing yourself and your
partner to others in the class. After five minutes, see how many detalls you can
remember about the people you have met.

Your introduction

Culture — Using first names

Look at this excerpt from an online forum. Work with a partner and write a comment
of your own. If you need help, look at The Official Office Guide.

2]=]

) OFFICE NEWS

R

pLetiefs ) Responses ™ Posted . by Confused in
[” Posted by svivia reinhard. = Posted by Jessica T. & Cologne.

€ ©5 Sept 8:05 pm © w 6 Sept 11:58 am

Hello everyone, | work fora German i Sylvia, | work for a company ~ ello Sylvia & Jessica', I also work for
company in Stuttgart. We have in Chicago. Here everyone aGerman company. | mart_aqeptlonlst

and last week we had a visitor from
many customers from the US and (CEO, department manager,

" the States. She saw my name on the
they always call me by my first  secretary ...) uses first names. desk and said “Good morning, UIi”
name. This even happens onthe  The same is true when We  aco | took her information I said'
phone, with people | don’t know  talk to customers. | think this “Please go to room 105, Ma;y" She
atall. |think this is very strange  is usual for most American . geemed shocked that | used her first
and too personal. Is this usual companies and not impolite.

name, but isn’t this normal in the
behavior in US business? What’s common in Germany?  US? Did | do something wrong?
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The Official Office Guide - 27 L»

FIRST NAME OR TITLE?

When you meet an English speaker for the first time, address the person
with a title and surname (eg Mr Smith). For women, the best alternative is
Ms (prohounced Mizz) for married and single women. To introduce yourself,
use your first name and surname, without a title.

Wait for permission before using first names. In new British industries, the
~use of first names is more and more usual, but not in traditional
. companies. Most Americans offer to use first names immediately. This

doesn’t mean that they want to be close friends; ' it is simply normal in US

business to use first names only. However, be careful—some English-
speakers, especially managers, still prefer to be called Mr. or Ms.

Information bank: How to greet and introduce
someone

1. How to properly greet someone?

It is easy to establish contact with warmth, affection and an interested expression. Be open,
receptive and friendly and keep up the small talk! Here are some easy steps on how to greet the
people that you meet in a sincere and open way.
1. Approach the person.
2. Say “Hey, how’s it going?” or something similarly friendly.
3. Shake hands.
4. The polite way of meeting someone is:
Say, “Good Morning/Afternoon/Evening. It is nice to meet you.”
5. Shake hands.
6. Ask, “How are you?”
7. Find small talk topics. To continue the conversation, make

small talk remarks about the weather, family, how far you
travelled,etc.

1. Don’t approach someone who does not want to be approached (look for their body language
towards you).

2. Keep in mind that greetings vary by culture. While the generic Western conventions have
become widespread enough that a hand offered for shaking will not be misinterpreted, be
careful of the more subtle différences. For example, in Asia people draw a different line
between “eye contact” and “staring”.



