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AIMS

Introduce yourself and others
Identify yourself and others
Ask and say where people are from

Verb to be

What do people do in different countries?

0 (= : Listen to these introductions. Match the conversations to the pictures.
1

Now introduce yourself to someone else.




G (® Mr Robinson comes to your company. You don’t know him.
Listen to these conversations. Then practise them.

o

o Study these examples.

Finding out someone’s name

Excuse me, fu'e % Mr Robinson?
is your name

Introducing yourself
I'm

Hello, { ; ‘ Tessa Saunders.
my name’s

A: How do you do?
Pleased to meet you.

B: How do you do?
Pleased to meet you, too.

Complete these conversations. Then practise them.
A: Excuseme,is................. (1) name Marriot?
B: NO It o e, (2) name’s Crossman.

At Oh, I'm sorry, Ms Crossman.

C: Excuseme,....cc..covvins viiiiiiiiiniinnn, (3) Mike Watson?

D Yes, o )]

(G R Roger Miller. Pleased to meet you.

Bl i e, (5), are you Mr Nawab?

Fi NGOy coounin cinsmssns 555 65 smmos vwmmes (6). ’'m Mohammed Farique.
E: Oh,iviiiiiiies i, (7), Mr Farique.

Now listen to the recording and check your answers.




1.2 Saying where you're from

o Read this advertisement. What business is Fujitsu in?

Fujitsu Limited is a world leader in information
technology and electronic devices.

The world-wide company has offices in New York,
Washington, Hawaii, Bogota, Harare, Amman, Abu
Dhabi, Tehran, Brussels, Munich and Mascow together
with many offices in Asia including Beijing, Shanghai,
Kuala Lumpur and our head office in Tokyo. In addition
to these offices, Fujitsu owns nearly 500 computing
and electronics companies and has operations in
more than 100 countries.

Fujitsu has an office in these countries. Is this true (T) or false (F)?

1 The United States 4 Malaysia [] 7 Iran ]
2 Russia [] 5 Spain O 8§ Chile []
3 Mexico ] 6 Germany [ ] 9 Jordan [ ]

e Fujitsu has a conference each year. Listen to these guests registering for
the conference. Match the guest’s name to the office.

OFFICE

1 Anopow [JBrussels

2 Brown [ ]Beijing

3 Hernandez [ ]New Delhi
4 Singh []Colombia
5 Narayan Moscow

6 Yin [ ]New Delhi
7 Pousset []New York




Listen again. What do the people say?
GREETING RESPONSE

1 Howareyou?

3 Howdoyoudo?

4 Itsnicetoseeyouagain. L

Study these examples.

Greeting

How are you?

Nice to see you.
Responding to greetings
Fine thanks.

Not too bad, thank you.

Nice to see you, too.

Listen and mark the stress.

1 Howdoyoudo?

2 Nice to see you again.
3 Pleased to meet you.
4 Hello, how are you?

Now greet some other learners.

Work with a partner. Introduce yourselves to each other and say where you are
from. Learner A looks at File 1 on page 116 and Learner B looks at File 2 on

page 118.




o 1.3 Introducing other people

Complete this conversation with the phrases in the box.

Cream and sugar, please. He works in Milan. How are things?
Pleased to meet you, Mr Toncini. Have a seat, Giovanni.
do you know Brian Turner

ALICE: Hello, Giovannt. Good to see you again. ............cooeveninnnnn, (D
GIOVANNIL:  Just fine, fine. And you?

ALICE:  Oh, nottoo bad. Giovanni, ......ccce.vveveioenenn.... (2), our new Personnel
manager? Brian, this is Giovanni Toncini. He’s from Italy.

BRIAN:  tiviiviininnierenninnennenss 4
GIOVANNI:  Please, call me Giovanni.

BRIAN:  And I’'m Brian.

ALICE!  iiiiiiiiiiiiiiiiaia e (5)
GIOVANNL:  Thank you.

ALICE: How about some coffee? Giovanni?

GIOVANNL:  Yes, please. ................c...... (6)

(e) Now listen and check your answers.

e Study these examples.

Introducing other people

This is

I'd like to introduce Mdchmen,
Deyoikan l Ms Marcharski?
Have you met

Giving information about other people
She’s from Germany.
He works in Singapore.

Work in groups of three. Learner A looks at File 5 on page 116, Learner B looks
at File 6 on page 121, and Learner C looks at File 7 on page 122.




o Match the phrases 1-4 to a suitable response.

1 Bye. a That’s all right. Goodbye.

2 Have a nice weekend. b Thank you. You too.

3 Nice to talk to you. ¢ See you on Friday.

4 Goodbye, and thank you for your help. d It was nice talking to you, too.

{©) Now listen and check your answers. Then use the expressions above in

similar conversations with a partner.

Q Look at these two situations. What do you think the people are saying?
1

Jill Knight Bill Robertson

JILL KNIGHTS ¢ i w0,3505.05 5500 5089540 5 Bonnd e snmmeendly 50 srsesstinisss s Soswms

BILL ROBERTSON: Lo i e e eeees

Mr Choudhry Mrs Gupta. Madras. Head of Personnel

MR CHOUDHRY: e




2.1 Saying what you do

e Listen to this conversation. Does the caller want to speak to

Robert Brown or George Braun?

@ Robert Brown
- Sales Manager

155 Sansome Street

San Francisco

CA 94101, USA

Tel: (415) 433 1743

Fax: (415) 433 0432
e-mail: rbrown@abcsoft.com

o How many jobs in this picture can you name?

10



Look at the jobs in the box and put them under the correct headings.

accountant secretary lawyer typist engineer
sales manager receptionist executive supervisor
- 7 T3 . B :
Professional and Administrative rClerlcal and office
technical
lawyer

Y

Can you add one more job under each heading?

G (®) Listen and mark the stress.

accountant

export

1

2

3 secretary
4 engineer
5

marketing

Is your profession orjob in the list in B? If not, what is your profession or job
in English? Find out about some other learners like this:
What do you do?
I'mam) ...

lTworkin ...

0 (©) You will hear someone talking about the workforce in Singapore.
Can you guess the percentages from the chart?

[ Production

Gesiszan %)

Clerical

(sl %)

Administrative

Professional
and technical

— Other (.22..%)

Now listen and fill in the correct percentages on the chart.

11



0 Listen to
Stephanie Ferguson
calling ABC Software.
How many people
does she talk to?
Who does she want
to talk to?

JVG

What other companies have names like this?

lev/ | . el | la " favl | fay | fju/

1 |
a b £ 1'% ® r q
h EUrTE Ny u
i d 1 m | | w
k e | n | .
g g ] "‘
p l X |
t | z(se)
| v
| 2(a€)
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o Study these examples.

Asking someone to spell a word
Can you spell that, please?
How do you spell that?

Asking someone to repeat a word
Can you repeat that, please?
Can you say that again, please?

Practise spelling people’s names. Learner A looks at File 14 on page 122 and
Learner B looks at File 15 on page 118.

0 Practise this conversation with a partner.

Answer phone.

Introduce yourself. Say who you are
and the name of your company.

Ask the caller to repeat the information.

Repeat the information / spell it. Ask
to speak to (name) in (department).

Ask the caller to hold the line
as you put them through.

Thank the receptionist.

13



2.3 Finding out information about people
0 What information is missing

on these business cards?

........................................ (1)
What questions can you ask Accountant
to find out the information?
................................................. (2)
Tel 55 21 395 7261
........................................... (3)

E-mail maria@accounts.cnm.br

2-1-6, Yaesu

] (6) Chuo-ku
Fax 813 3823 4266 Tokyo
R s R (7) T103-824

e (=) Listen and complete the business cards.

Listen again. What questions do the people ask to get the information?

Now practise the conversations.

14



