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Face to face

S|

FETERENBEES
REPSHHRROVREN R
I5, BESE. Bk, #EE
. TBNSHNESNERN
BR. URBIRBIXRA.

WICFEE (Words and Expressions)

aggressive [a'gresiv] adj. BUYEBUAHEY, BTk
ambition [aem'bifon] n. FHME, WK

aperitif [aiperi'tif] n. FFEHE

architect ['akitekt] n. BFARXi+IH

Argentina [.ozdgan’ti:naj n. FIHEE

blink [blipk] vi. ESHERME

cable TV HL&HE

chain [tfein] n. FEBIE

chew [tfu:] vi. FHIE, HE

click [klik] vi. f#- R EHE
considerably [ kan'sidarabli] adv. #f 2§ ik
continually [ ken'tinjusli] adv. AErith, FEZEHL
conversationalist [ konva'seifanalist] n. fRE
co-ordinator [ kou'o:dineital n. PE A
counterpart [ 'kauntepait] n. X MEIA, ¥F
delegate [ 'deligit] n. X%

Denmark [ 'denmak] n. F}#&

efficient [i'fifant] adj. HEBH

enjoyable [in'dzoiabl] adj. i

entertaining [ enta'teinin] n. X

European Union (EU) BR¥HEXSA, & PREKH
frustration [fras'treifon. n. AK.LOHEF

gap [gep] n. W, £8

gesture [ 'dzestfo] n. BH, F#

Greece [grizs] n. #HA

gymnastic [ dzim'neestik] adj. A#H

Holland [ 'holand] n. 18 2%

Hungary [ 'hangeri] n. &) 7 #

impression [im'prefan] n. EI%

indigestion [iindai'dzest/an] n. JHILA R

Ireland [ 'aistend] n. & /R =

Irish ['aiarif] n. BRZA

light-hearted adj. B MRE ., LHLEH
nationality [ neefa'naliti] n. EH#

New Zealand [ nju:'zizlend] n. Pl
Norway [ 'nawei] n. B

notable [ 'nautabl] adj. & &

offence [a'fens] n. BIC

offensive [o'fensiv] adj. B IEH

Pakistan [ pakis'tamn] n. EEHT#H

Pakistani [ipakis'tani] n. EEHFE A
previous [ 'prizvjes] adj. FEATH

prospect ['prospekt] n. WH, #iF

quiz [ kwiz] n. /D3R

Saudi Arabia [ 'saudi a'reibjo] n. WHFFIHI(H
Scandinavian [ iskeendi'neivjan] n. BRI 4E TE A
Scotland [ 'skotland] n. &=

Scot [skot] n. FHHEA

sigh [sai] vi. WK

sincere [sin'sia] adj. EiRH

sniff [snif] vi. M, BK

superior [sju(:)'pisrial n. £#, L7
surname ['saineim] n. B

Sweden ['switdn] n. Fif

syllable ['silabi] n. &

temporary [ 'temparari] adj. B #
welcoming [ 'welkemip] adj. mAERY, KM
whereabouts [ 'hweare'bauts] adv. F %, T8
vawn [jorn] vi. FTW R



1.1 First impression ... - #¥1&EI&

Q AXRETHMN, TREARBEHZTHAEE, REBLZNNERELER, XiFZFEN,
FRA first name, #HEE, Y last name, B surname, 5 family name, #M:

John Smith Peter Brown Alice Green
(8) (&) (B) (%) (8) (&)

FEHEFRFN —BAR2A
TR A SLFFRFES K

1. B Mr, Mrs, Ms % Miss+#, =88, ILR, BHER,
Mr, Mrs, Ms FEESJR{EIFIE, TR : Good moming, Mr/Mrs/Ms.
Miss ST LB IR{EIFE, BFFERIF L EM, —BARFIRELR
FR. XFER: BR. INRFXRELFE,

2. ENEF, BEATRAZE, BRY. FEXORF, SETS
HEER, BHHREE, FTAHRTER, AFRHZEFNRTRA
ZET. EIRPHNRAIBOLEFRETHRHE, BESEFFEFEENH
B—MERFEYR, . Dr.Smith (LEHEL),

3. FEXN FEEHTH sir 8 madam RTEH, Hlw.
Excuse me, Sir, can you tell me how to get to the closest gas station?
MAE, k&£, EEFTESHFREALAEZRENNBIE?

4, ﬂﬁ%fﬁMAs Fﬁ%‘fﬁ*’ﬁﬁﬁ;‘nmo ﬁﬂ: Dr. Brown (ﬁ*“i))
Professor Black (X R#BE),

@ FEBMNEINBE, YAHKEXEE, A TEALRSZEAVNRARTITRFNRE, ¥
ERFBLERESELERF, BLREBSTAES,

O | v
X
to have an appointment with sb. S ATH L

s Mr Grady in yet? #EFXRERTH?  yet REE, 8RR “B2", RX—HES. Hlu.
Is everything ready yet? — —HI¥HE&EF T 047

2



B~ GRE. WM EEAE R T

* 1. Woman: Good evening, Mr Green, again

* 2. Man: Good morning, madam, i

* 3. Man: Good afternoon. Mr Ferguson please.

* 4 Man: » can I help you at all?

* 5. 1" man: Er...Good morning, sir. ?

* 6. 2" man: Yes, er... Ms Shapiro. I think I may be a bit early
* 7. Woman: Good morning, MrRossi. ?

* 8. Man: Er... hello, Miss MacDonald, = ---er... Mrs Sanderson

* 9. Man: Good morning, e Mr. Suzuki.

* 10. Woman: If you’ll just » Mr. Martin, I'll

BA=  BETEATHOFEREEN: vEREN, < &EFER,
* 1. Good morning, Mrs. White!

What can I do for you, madam?

Hello, Alice Green!

How are you, Mr?

Alice, this is my friend Helen.

Your letter, Professor John Smith.

I'm pleased to meet you, Ms.

Welcome to our company, Mr Peter Brown.

.
o oo -~ @)} [ N (78 )]

. Can I help you, Miss?

ooogooooogo

°
—
]

. Excuse me, are you Dr Ford?

@ REMNE—®, BAFSHREABRMPTRARANRKNEER, #0- pleasant 4" A 1@
BREY, sincere R MY, efficient L E A H, unfriendly T XK 711, shy EZ& M, aggressive B
EFBAN, TEHFEDSIHXESHHAA:

calm lazy nice stupid polite sleepy
friendly honest helpful rude foolish sly (RIB8)
confident (B 89) alert (#lRH) quarrelsome (B 5 4)
tricky (BIEBH) reliable (ST #EHY) intelligent (BA%E#Y)

selfish (BF##) clumsy (Z#89)



@ T EERS, MREMHE TRYSH, BTN —EB5TELXETURHAEET
RHIEE, ETUERVAEBENNEKS R, IHHOIIEERIFT ER small talk X social
conversation, EAEEMREBRAF, XMERBUSREEY. T—FEN=ZEWHET
EE small talk, IR ZFHEH5FE small talk 2B ARHITH

Did you have a good journey? Is this your first visit to. . . ?
Do you need any help or information? When did you actually arrive?
Where are you staying? Whereabouts do you come from . ..7?

What do you usually do on weekends? What kind of food do you like? Chinese? Italian?
Do you play any sports? Do you like hiking?

What's your favorite sport? Do you like movies?

How is the weather in your city? Do you often get together with your frt:ends?

2P EAER IR S AE P R AT RE R RIE, WX TR, T . KMERER
i 2 AR SEE A T O BB T AR, SAEABRHRERA, REIXBESFERBB AN

=
ey

i >

lift [Lft] n. HES export sales co-ordinator HOsERTA
personnel (ipasa'nel]l n. AFEFI]T head of personnel ABFHRFA

... 1ake the lift over in the corner ~ --=+- TEHR A f b

Q| Wh 2

i)

Bournemouth [ 'bonma®] n. {HEFH (K& ZHEH IR
There was all this fog at Heathrow, though. A E#HBEBUGHM LT KF.
My flight was diverted to Bournemouth ... R FH AP EIH BFEH---

Q| %3
i)
Buenos Aires [ 'bwenas ‘aioriz] A B R (FTARE B &R ]

Mendoza [ men'dauze] [T [FIHREEH—®H]
I live in Buenos Aires, but I was raised in Mendoza. RAFEAEEH LAY, HREENZSFEKXK,

4



1.2

It’s a small world

5 =/

Q ERSEHPARSNTFSERNEFRTLSIE, Bit, TRSENBHAZFHRL, HE
B, Rt ABERALE, 8%, TNEHAREANREFER, BR, LRAANIES.

Country E %R People E R (£%R) Language i85 Capital B #B
Argentina PR E Argentinean  PItRE A Spanish Buenos Aires FEEEHTEFIE
Australia RKXFITE Australian B AFI T A English Canberra  $E#H
Austria  BihF| Austrian B F A German Vienna #th%

Brazil BE#& Brazian EFEA Portuguese Brasilia EBEF T

Canada MEX Canadian _jIZE XA English, French Ottawa REB A%

China % Chinese FEA Chinese Beijing dtm

Denmark _f+% Dane ftEZA Danish Copenhagen S AR

Egypt &% Egyptian &R A Arabic, English Cairo A%

France & French EEA French Paris  E%

Germany f& German  EEA German Bonn ®EB

Greece % e Greek HREA Greek Athens g5t

Hungary $33 #l Hungarian & FF A Hungarian Budapest 7rikflr

Holland  f2% Dutch f=A Dutch Amsterdam  FsBERT

India EE Indian  EIEA Hindi New Deli  #FEE

Japan BZX Japanese B Z&EA Japanese Tokyo ZHEH

Mexico 2RAE Mexican BFEA Spanish Mexico City B S

New Zealand #H#E= New Zealander FEZA English Wellington B R i

Norway ¥BEL Norwegian  BEA Norwegian Oslo  BRETRE:

Poland H2 Pole E=A Polish Warsaw _#7b

Saudi Arabia JMEPTHu{E  Arab  BIR{BA Arabic Riyadh #%EHF

Spain  #EMF Spaniard B F A Spanish Madrid D2

Sweden  Fj 8k Swede IHHRA - Swedish Stockholm MifESf/RE

Thailand Thai EEA Thai, English Bangkok 84

Russia fRZHT Russian REFHTA Russian Moscow EEEFEl

The United Kingdom British EEA English London &%
EREE

The United States of American EEA English Washington, D. C.

America % R {E TR

5
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Robert is going to invite 10 friends to a dinner party:

. The 1" one is from Canada. He is a

. The 7" is Robert’s aunt. She is a New Zealander. She speaks
. The 8" is from Russia. He is a Russian. He speaks

. The 9" is from Paris. She is a
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speaks very good English.

T F

. An Argentinean speaks

. An Austrian speaks

. A Japanese speaks

. A Dane speaks

. A Mexican speaks
. A Pole speaks
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BEGFERMAEERL, TREEANKAAIREESEREEE, TAXHEXNTSB
BEERPAFERFARYOTRASIREZE,

Q@ Ex

o o

Good Manners, Good Business

Nobody actually wants to cause offence but, an automatic gesture. In France good.manners
as business becomes ever more international, it is require that on arriving at a business meeting a
increasingly easy to get it wrong. There may be a manager shakes hands with everyone present.
single European market but it does not mean that This can be a demanding task and, in a
managers behave the same in Greece as they crowded room, may require gymnastic ability if
do in Denmark. the farthest hand is to be reached.

In many European countries handshaking is Handshaking is almost as popular in other

o ———
o ——




countries — including Germany, Belgium and
ltaly. But Northern Europeans, such as the
British and Scandinavians, are not quite so
fond of physical demonstrations of friendliness.

In Europe the most common challenge is not
the content of the food, but the way you behave
as you eat. Some things are just not done. In
France it is not good manners to raise tricky
questions of business over the main course.
Business has its place: after the cheese course.
Unless you are prepared to eat in silence you have
to talk about something — something, that is,
other than the business deal which you are
continually chewing over in your head.

Italians give similar importance to the
whole process of business entertaining. In
fact, in Italy the biggest fear, as course after
course appears, is that you entirely forget you
are there on business. If you have the energy,
you can always do the polite thing when the
meal finally ends, and offer to pay. Then,
after a lively discussion, you must remember
the next polite thing to do — let your host pick
up the bill.

In Germany, as you walk sadly back to
your hotel room, you may wonder why your
apparently friendly hosts have not invited you
out for the evening. Don't worry, it is probably
nothing personal. Germans do not entertain
business people with quite the same enthusiasm
as some of their European counterparts.

. to cause offence

The Germans are also notable for the
amount of formality they bring to business. As
an outsider, it is often difficult to know
whether colleagues have been working
together for 30 years or have just met in the
lift. If you are used to calling people by their
first names this can be a little strange. To the
Germans, titles are important. Forgetting that
someone should be called Herr Doktor or Frau
Direktorin might cause serious offence. It is
equally offensive to call them by a title they do

not possess.

In ltaly the question of title is further
confused by the fact that everyone with a
university degree can be called Dottore — and
engineers, lawyers and architects may also

expect to be called by their professional titles.

These cultural challenges exist side by
side with the problems of doing business in a
foreign language. Language, of course, is full
of difficulties — disaster may be only a syliable
away. But the more you know of the culture of
the country you are dealing with, the less
likely you are to get into difficulties. it is worth
the effort. It might be rather hard to explain -
that the reason you lost the contract was not
the product or the price, but the fact that you
offended your hosts in a light-hearted comment
over an aperitif. Good manners are admired:
they can also make or break the deal.

. ERAA, EIE offence P 5 H offenses

2. ... as business becomes ever more international ...
"""" BT EEEEk&RRL
ever more BER “HIE". “HUORE---- ",
The financial crisis is getting ever more acute.
ZF LGB EBRE

3. a demanding task

— SRR A ES demanding FIEE&i7, BER “BERBBH - TURE




10.

11.

12.

13.

14.

15.

16.

+AB I

Northern Europeans ... are not quite so fond of physical demonstrations of friendliness.

EERA - - HAMRERHBET Y (FIWETF) ERRKIF,
to be fond of EXK, W:
Tony is very fond of speaking French.

RBERXWELIE.

. Some things are just not done.

BHi¥h “AEEFRELXNAATLUMMA . just ARMBIES,

. something ... other than the business deal which you are continually chewing over in your

head.

1) other than BRT -+~ ZHhR, .
They had nothing other than dry bread and water.
HATBR T F 2 K Z A A BRI A .

2) which you are continually chewing over in your head

REEBEMNA], B8 the business deal Bl WS

3) chew over

R, XEEREKEMNEL.

. give importance to

X;j' ...... %%im
to be notable for
u......%f;ﬁ

. Herr Doktor 1 Frau Direktorin 28X, BEE R L &4E. EHKRA; Dottore X

KALE, BREEL.
lift
B (K), RFBEBKNH elevator,
call sb. by a title
A3k 7 R FE 50\
side by side
BIHHE, RetHiEF
... disaster may be only a syllable away. syllable ZEEXBEREFTHER, M) 1 B
BERR-NEVHERET, BIMFHEERTT, XTESBEKE.
get into difficulties
MBAESE, BPIEYE, 5.
He might get himself into difficulties because he lied.
fib a4 £ B R IR T B AR 3
The fact that you offended your hosts ... over an aperitif.
1) that you offended your host ... over an aperitif A& [ fi & M 4], & the fact,
2) light-hearted
B R E
3) over an aperitif over Fen “TEML-- - HIBTR", “iH---- b7/ R 7, W
Let’s discuss it over dinner.
IERATHEBA R
they can make or break the deal

make the deal SEBAE S, MR 4 &, break the deal BEAE, MARARE



Bifm, £8 %

BREARBEEERIA, BEBEFL
NEEERULAREREDELMAAL KM
THOELE—, BEHABHEREY
GERAOFZHSBERELR RN,

BFEZHSRAERE P TEIRO
tho AR, T HIRVEES LN AR
ARAESNART, SEBBERIAHT,
E-TERRFHSUETE, NREBES
BEAMABFNE, HIEBERESHE
®OTH X,

BIZOFERE. WA, BEANEHN
KEERORET. BILKRA, FUXEA
AGBONETA, FFRERBEKGTH
(BB F) REFET,

ERM, (EL2L) BERORETFR
BLHRE, MERENNS k3L, RS
EMERLILEFEHN, PExE, &
ITREZYSE EOEBRBIAAREFILR
1, HEBHKEBNNR, BRELRH
B2, LRENAAABERES S BE X
BB, FURAEEBLEE, RHLBT
ik, EREFERGRFE-—HERER
LR,

BAFANKEBRNERRAHER, #
BAF, HTIEARIE LR — RN
ENEFEARSESTRERERBN, RE
REEWMHNE, ERERNTURHILE
B, FARLEFREXRAR, RE2
F—BRAGPH, REBHHUELRYE

it A RH Ko
ERE, XA EE RO EEEE
B, (RS A4 NI A 50 A
RERAREHE, B0, FETEFR
FAAMGHE, REAERSERNTRE
EERMER AT LM,
BEAAERSEXREUTFRFILD
H#H. SABRSRHBERTARES
0 FHTHEXME, ERAEGBE K
iR, NRKIMFNBARFRS, XE
RESUARBSE, NEEAKR, Kk
RER., SEHIRABLALRES XA
SERBANEIN, HR, BEUIAREH
S 4 R FROF o B4 2 WA
ERAH, EAARERAFEORT
NI B L, EELHEHRE, TR
W, AR R I 2 R B A L)
P NERUE S LN ,
REXLE DK S AN EEREBT
P nAERNEE, BEASRRNR, 2
IBE, BUTE, RHEFIZENEXR
BXALT RS, RERHHEE, FIXT
WX A XURBRELEN, ROFREEA
BEAEECANRERREAN S, ©F
REAHIME, TRENRERTBENER
BRABEEBILTEA. RFNSKFELES
AGR, LBALTUERES, B2 T
BHE B,

=W N -

AR b S R R

Why is it increasingly easy to cause offence in business?

. How popular is handshaking in Europe?

Are Germans very informal people?

In addition to cultural challenges, does language also create challenges in international

business?

How important is it to have good manners in business?




1.3  What do you enjoy about your work? {RERIRITIEhABRLE A TH?

@ WTHORERE, TRREANIERMTA? X BAEMEIE? $EAMNTERHLEY
HEXE? TAEHEMRBW AR ROES?

supermarket chains B &8 /E

local government departments 3 #h B AF ¥ 1)

cable TV companies HZ&®B#H A5

What do you do? R i@ HHRL&F BHRIA
%o Blfm.

— What do you do?

= | am a professor.

Q| wH 1

5%

accountant [a'kauntont] n. 21t ledger [ 'ledza] n. 432K

be responsible for ...  fi BT credit control fz R#EH
day-to-day HH¥H virtually [ 've:tjuali] adv. SEfx E

... you've got a different kind of ... er ... job to tackle. to tackle a job  AbF — IR T 4
I am always up against deadlines... WREHERERPESE.
... to get money out of them M AT O 4% B 1 R ok

Q| WH 2
w3

administrator [ od'ministreita] n. HH AR responsibility [ risiponsa'biliti] n. BT4E

respond to correspondence  [E{5
I wish at times | was a little bit more busier. EFEARNRKEST—&,
to generate work generate 5, =4, BER “®FIL (LK) F7.

Q| wh 3

bR

installation [ insta'leifan] n. T

I deal with the systems administration ... U THERESRETHE

... it's a trouble-shooting kind of job ... -+« BEHBELENRENTE -

back-up of data Higsh, BJHER&

... you can have a day when it's completely hectic ... =+ HE —RIEBERATHE
... you're always being confronted with ... - {R BRI

the early hours of the morning wE

Q| Wh 4

i
hands-on ¥HHF stimulating I:'stimjuleitir_]] adj. HEN, BN

10



run training courses I 8% 31| BE : tend o p By 4 3

B RERE AT AT R

[]

* 1. Ian McShane is an accountant. He enjoys dealing with finance. He is
never bored because he is always up against deadlines, which keeps him
busy all the time.

He enjoys being difficult with people in order to get money out of them.
Lesley Trigg is an administrator at Small World, a travel agency.

She enjoys not being busy.

.
W A W N

Lesley’s responsibilities include arranging meetings, organizing travel,

and responding to correspondence.

* 6. Patrick Verdon is a systems administrator. A systems administrator’s job
is mainly to work with computers.

e 7. Patrick’s work involves trouble-shooting, installation of new machines and
backing-up data. He enjoys the challenge in his job.

¢ 8. He also enjoys working late.

* 9. Paul Lockwood is a training officer. He enjoys working with people.

oo O O ooo-d

* 10. He does not like to spend a lot of time preparing training materials.

BERARRIE R4

1.4 It's not just what you say ...

@ THZERANNARHFEHABREE, FUREZFXEHEE, CEFBESENTRA
o FARYMNERELEFTURRH - TANEFRESIHENES,

EARKNER, B8R FAR:

R

Ivany Lészig
BUDAPEST

g

Howard Thomas =XEA, BHERANRT—RE2EZHEE, B&ES (5% 1.1), FFUUBH

FRIEA Mr.Thomas,
Lo WenHao 2% BEA, ERF Mr.Lo,
Rosa Burgos Garcia XBFR{EAY, thE B F A, Rosa 24, Garcia =¥, Burgos & ¥

FHET (HERZEABSEZPENET), ERRITH Ms/Mrs/Miss Garciao
Kryskiewicz Grazyna #1 lvany LaszI6 X 8 2R B, FIFHBR—#4f, &7Ear, #&EG,
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AMEAMBFAERBE, BEEFABARNNMAES, EXHERLT, BILENHEERE
e Xt . Hetn Xt 5 84 F 1Y Briigitte Greiner-Pesau, 7E H 4/t 43 B 2} {5 B 4 0] LA -

— Good morning, my name is John Adams.
Ms. Greiner-Pesau or Ms. Pesau?

— I prefer Ms.Pesau. Thanks for asking.

Jane, this is Peter.
May | introduce you to our manager. . . ?
Allow me to intrcduce my colleague. . .

Mr. Jones, I'd like to introduce my friend. . .

RIER bl 8
—How do you do?  —How are you?

It’s a pleasure to meet you. Shall I call you

Let me introduce you to. . .

I'd like you to meet. . .

Diane, have you met my friend. .. ?
Do you know my friend. . .?

Ay LR
Nice to meet you.

—How do you do?  —Fine, thanks. How are you? Pleased to meet you.

—Hello! / Hi!
—Hello! / Hi!

Glad to meet you.

R WY

Good morning, my name is. . . May | introduce myself? My name is. ..
Hello! My name is. . . I'd like to introduce myself. My name is. . .

P. 12 /MR R
1. look sb. straight in the eye H#R
. suffer from indigestion BHEHAAR

2
3. keep stepping backwards A i b ) 5 B
4. ...standing as close to another person as Southern people do. ~ «+«* B AR R

EMAUE
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