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Unit One
Introduction and Greeting

When you meet a friend or an acquaintance or someone you know, you will
greet each other. And when meeting new people it is always polite to make introduc-
tions. There are different ways to greet people and to make introductions.

Part One Listening & Speaking

Vocabulary
acquaintance /3'kweintans/ n. 2O
conference /'kpnfarans/ n. S
headquarter /,hed'kwo:ta(r)/ n. BER
feedback /'fizdbzk/ n. K
accountant /o'kauntont/ n. 21t
cashier /ke'f15(r)/ n. Ha

I. Listening Tasks

Exercise A

Directions . Listen to the disk and select the most suitable phrase or sentence from
A-I to complete the dialogues.

A. By the way

B. who is here to look at our research programme
C. Chief Designer for Great Wall Toys

D. We're very pleased that you could come today.
E. from Beijing Technical Institute

F. Are you going to give a talk at the conference?
G. And I’m very pleased to be here.

H. T’ve heard a lot about your research.

I. He’s our Chief Technical Officer.
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1. At the headquarters of the British Company

Arthur.

Jeff H
Ella.

Jeff, I'd like you to meet Ella (1) . She’s the R&D
Manager of our new Hong Kong Subsidiary. Ella, this is Jeff King.

(2) . He’ll answer all of your questions.

Hello, pleased to meet you.
How do you do? (3)

2. At the meeting

Mike :
Olga.
Mike H

Olga.
Mike .
Olga.

It’s difficult to find a seat, isn’t it?
Yes. It’s a very popular lecture.

(4) , my name is Mike Collins, Denton Engineer-
ing.

I’'m Olga — Olga Zhang (5)

Hi, Olga, nice to meet you. (6) ?

No. 1 just have to write a report for my institute.

3. A Chinese designer is visiting an Australian company.

Peter: Now, may I introduce you to Bill Wells, our Sales Manager? Bill, this is
Li Fang, (7) . She has a lot of ideas to discuss
with us.

Bill: How do you do, Ms. Li?

Li. How do you do?

Bill; (8) . Great Wall Toys is one of our most important
suppliers, and we’ve heard a lot about your design team.

Li. (9) . Feedback from customers is very important to
us.

Exercise B

Directions ; Listen to the disk and complete the following short dialogues with what

you have heard.

Dialogue 1
A Hello, (1) myself. My name’s John.
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B: (2) to meet you.

Dialogue 2

A Peter, (3) me to the ?

B: (4) , come and meet her.

Dialogue 3

A Susan, could you introduce me to (5) ?

B: Of course, John. Philip, (6) , our new Computer Man-
ager.

C: Nice to meet you, John. (7)

Dialogue 4
A: (8) . Maxine, this is Francis.
B: (9) , Francis. Are you an old friend of Tony’s?

C: Oh yes, Tony and I have known each other for years, haven’'t we?
A: (10)

Dialogue 5

: Mary, this is Joe, (11)
: I'm very pleased to meet you.

: (12) .

: How (13) so far?
: It’s really different from (14)
: Don’t worry. (15) in no time.

W AOwOw »

II. Speaking Tasks

Exercise A

Directions : Listen to the dialogues and then repeat them. Practise the dialogues
with your partner, playing the role of A or B. Then work with your
partner to create your own dialogues by replacing the underlined parts
with your own words.
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Dialogue 1
: Hello. My name is Kalven, the assistant to Sales Service Department.

Hi, Kalven. Pleased to meet you. My name is Pierce.

: Sorry. I didn’t catch your name.
: Oh, my name is Pierce.

: Would you mind spelling it?

. Not at all. It’s P-i-e-r-c-e.

> > wr W >

: Thanks. Nice to meet you, Pierce.

Dialogue 2

A . Welcome to our board!

B: Thank you. I'm delighted to work here. Shall I meet my colleagues?

A: Sure. Come with me. Mary, I would like you to meet our new co-worker, Jerry.

He’s just graduated from Guangzhou University.

. Nice to meet you.

: I am new to the working world. Your guidance will be appreciated.

: Well, I will ry my best to assist, if you need any help.
: Great]

: As the other guys are still not in. I will introduce you to them later.
: Ok.

w > waw

Dialogue 3

A: Ben, this is Angelina, your new colleague.

: Hi, Angelina. Welcome to our board!

: I’'m happy to work with you.

: Me, too.

> T N W

: Ok, now let’s continue the tour and the introductions. Let’s go to the second
floor. We can take the elevator over there. It’ll be faster. This is Edward, our
accountant; and Paul, our cashier; and Meg, my secretary. This is Angelina,
our new employee.

Chorus: Welcome to our group.

C. It’s good to be here.
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Exercise B

Directions . The sentences below are answers to the questions a host might ask.
Work with your partner to give the questions according to the answers,
using the question types in the box.

How long ...7 Is this ...? How will ...?
Where is ...?7 How was ...?
1. 7
No it isn’t. I came here three years ago on holiday with my husband.
2. ?
I’ve been working in your company for about half a year.
3. ?
It’s in the center of the city. It takes about 30 minutes from here by bus.
4. ?
We’ll drive to the office. My car is just outside.
5. ?

Not too bad. I managed to sleep on the plane for a few hours.

Part Two Text

Introduction and Greeting in Business

How to introduce .

There are two kinds of introductions: self-introductions and three-party introduc-
tions. When do you introduce yourself? You should introduce yourself when you rec-
ognize someone and he or she doesn’t recognize you, whenever you are seated next to
someone you don’t know, when the introducer doesn’t remember your name and
when you meet a friend of your friend. Extend your hand, offer your first and last
names and share something about yourself or the event you are attending.

Tip: In a self-introduction, never give yourself an honorific such as Mr. , Ms. ,
Dr. , etc. In a three-person introduction, your role is to introduce two people to each
other. In a business or business/social situation, one must take into consideration the
rank of the people involved in order to show appropriate deference. Simply say first
the name of the person who should be shown the greatest respect. Senior employees
outrank junior employees, customers or clients outrank every employee (even the
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CEOQO), and officials ( Mayor, Senator, etc. ) outrank non-officials. Begin with the
superior’s name, add the introduction phrase, say the other person’s name and add
some information about the second person. Then reverse the introduction by saying
the second name, followed by the introduction phrase and the superior’s name and in-
formation. When a three-party introduction is done correctly, the two people being
introduced should be able to start some small talk based upon what you shared about
each of them. Introductions should match, so if you know the first and last names of
both people, say both. If you know only the first name of one person, say only the
first names of both. If you add an honorific for one person, the other should also
have one.
How to greet

When you are introduced to friends, you should greet them with “How do you
do?” while shaking hands with them for a few seconds. The next thing is, perhaps,
the presenting of a business card, which is also called a name card. You should ac-
cept the card with a smile and a quick browse, and at the same time, offer yours.

Nowadays, business cards have become more and more popular in an introduc-
tion. They contain not only the bearer’s name, profession and title, but also the ad-
dress, telephone number, postal code, e-mail address and some other useful informa-
tion and personal data. To a foreign friend, we should remember to present a card ei-
ther with an English version or written in English, because most English speakers
don’t have competence in reading Chinese. In most cases, a Chinese name is hard to
pronounce for foreign friends. So you should make it as simple as possible in the in-
troduction. Probably, you may give them your family name correctly. After this short
greeting ritual, most people expect to move on quickly to the business. So you can
shift to the business topic naturally.

New Words & Expressions

honorific / pna'nifik/ n. an expression or title that is used to show re-
spect for the person you are speaking to #{i%,
B

take into consideration to remember to think about something impor-

tant when you are making a decision or judg-

ment % 83



