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Unit 1 Greetings and Introductions
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2 Business Reading (7 45 % 1%)

2.1 Business Reading One
Pre-reading questions:

Do you think it is important to greet someone you meet by name? How
can you remember the name of someone you have just met? What can you do
if you have forgotten the name of a person who greets you by name? Have

you ever had this kind of problem before? How did you solve it?



Names and Greetings

Remembering names is a good way to get ahead at work. There is
nothing as pleasant as when someone you have met just once before
somehow remembers your name.

Do you have trouble remembering names? One helpful tip is to get the
business card of any new person you meet and make notes, right on the
card, or attach the card to a large index or address file card and make
symbols on the card. Include the date you met, any distinguishing physical
features that will help you to remember that person, such as height, hair
color, build, and any other notable things, such as town of birth, college
attended, or hebbies. But keep in mind that others may have access to your
card or address files, so be careful in your descriptions and symbols about
clients or business associates.

Another way to remember names is to make a clear association
between the name or face of a new person and to write that association
down, or memorize it. For example, someone by the name of Jim Peters
may be tall and thin. The association that comes to mind might be the tall
and thin Peter of Peter, Paul and Mary, the singing group from the 1960s,
8o you remember the name Jim Peters for ever more. Or for Lila Dempsey,
who is quite active and emergetic, you might remember her last name
because she brings to mind the energetic fighter Jack Dempsey.

What will you do if you see someone you are supposed to know whose
name you have forgotten? Try to avoid saying, “Forgive me, but I don’t
remember your name” and instead take a moment or two to ask questions
that might help you remember the name by associations. For example, you
might say, “So nice to see you. What are you up to these days?” That
question might lead to an answer that helps you put the person in the
context in which you know each other and helps trigger your memory about
how you know each other and what the name is. For example, you run into
someone at a store near your company. She says hello to you by name, and

you are at a loss what her name is, let alone how you know each other.
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Your question about what is new results in this answer, “They are
transferring me to a new library. ” Obvious follow-up question on your
part; “Which one?” “The reference library in the second building,” she
answers. Then you know she is the company librarian you have seen from
time to time; her name begins to come back to you as well. “It is so nice to
see you again, Jane. Good luck at the new place. ”

Words and Expressions to Learn:

index n. &38| business associate Fjl &1k A
file n. 3THY association n. BE48

symbol n. ig & memorize v. jgf{F
distinguishing a. B ¥ ¥ energetic a. ¥ K
height n. 58 ;BB contextn. ¥&E; LT

build n. &%t ; &K trigger your memory Mi#2ig |z
notable a. {8 & m run into i& R,

hobby n. &7 be at a loss A HIfrg

keep in mind Zig let alone ¥R ik

have access to K78 ; 3t A transfer v. %

clientn. Zp librarian n. B HBEEHE R

2.2 Business Reading Two

Pre-reading questions

Why do people make small talk? What if people fail to make proper
small talk? What should people pay attention to in making small talk? What
are the suitable and unsuitable topics?

How to Make Small Talk?

Small talk can help establish a relationship upon which you can build.
As a matter of fact, the significance of small talk goes far beyond the
relationship to one’s boss.

Peéple who fail in the art of speaking a lot without actually saying
anything find it harder to cultivate relationships in the workplace. They
need to cultivate their ability to make small talk frequently, which is an
essential part of networking.

3



However, not everyone is good at small talk. It takes skills to pick the

right moment and the right topic with which to start a conversation. There
are plenty of topics, although some are not suitable for informal chat.

Talk about topics that are of mutual interest and appropriate in a work
setting — business small talk — everything from general business trends to
art, opera, music, movies, theater, sports, or best-selling books,
especially if you are talking with someone outside your company with whom
you hope to do business. Stay away from contreversial or emotion-charged
topics, such as politics, religion, women’s rights, as well as specific
questions about someone’s income or the cost of their house or rental. You
do not want to seem nosey or to get into heated arguments that may turn
your potential client or customer away from working with you because of
some of your ideas that really have little to do with the business at hand.
For example, you might get into a heated argument over vegetarianism only
to discover the seemingly conservative businessman you are talking with,
and hoping to do business with, had given up meat, fish, and chicken two
years before. You are really not all that much against vegetarianism, but
the damage has already been done.

Words and Expressions to Learn .

small talk W best-selling a. 851

establish a relationship B Wt % B % | controversial a. %K
significance n. & X emotion-charged a. & 5l #Y
cultivate v. %3 specific a. A& H

workplace n. T {E35 BT rental n. 4

frequently ad. 35 % 3 ;s i} % b nosey a. # 370 &4

essential n. 5B #Y heated arguments ¥ #%i6
chatn. /v. X potential a. ¥ ZEH

mutual interest 3£ [7] i) 3¢ 4 have little to do with 5. %
appropriate a. 5 ¥4 vegetarianismzn. EE 3k W
setting n. s R
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3 Practical Sentence Patterns (3£ A

3.1 Introductions and Greetings

GIED

Would you please introduce yourself?
May I introduce myself?
I’d like to introduce myself.

Let me introduce myself.

May I introduce you to our manager, Mr. Li?
Jane, I"d like you to meet our managing director, Mr. Bruce.

Formal ways of greeting at first meeting:

How do you do?
Pleased to meet you.
Glad to know you.

Nice to meet you.

Informal ways of greeting at first meeting:

Good Morning!
Hello!

Hi!

Hello! /Hi!
Morning/Good Morning !

Ways of greeting between friends. [How are you doing?

How’s it going?
What’s up?

3.2 Small Talk
* It’s nice to see you again.
* T haven’t seen you for a long time.

* How was your flight?

* Did you have any trouble getting here this morning?

*+ The weather is beautiful, isn’t it?
+ It’s a lovely day.

* How is your work in the new branch?

* What do you enjoy doing in your spare time?

+ What is your hobby?




+ I enjoy studying English.
+ Did you see the film last night?

+ I wonder if you'd like to join our football team.

4 Business Dialogues (f 45 Xti&)

4.1 Introductions and Greetings

Dialogue One

A: Excuse me, may | introduce myself?

B: Certainly.

A; T am a salesperson from the Shanghai Olong Corporation. Could you
take a look at this? It’s our latest product.

B: Sorry, I’m busy. I have to hurry to a meeting.

A . May we set up an appointment?

B: OK. Please speak to my secretary.

Dialogue Two

A': Have we met before?

B: Yes, I think so. It was in New York. That was a couple of years ago.

A: My name is He Ming. It’s nice to see you again.

B: Nice to see you too. Please call me Jack. I work in the sales department,

Dialogue Three

A: Good morning, Mr. Braham.

B: Good morning, Miss Roberts.

A: How are you doing?

B: I'm very well, thank you. And you?

A: I'm fine too. It’s nice to see you again.

B: Nice to see you, too.

4.2 Small Talk

Dialogue One

A: It’s a lovely day, isn’t it?

B: Yes, it"s wonderful.

A I hope it’ll stay like this.
G



B:
A
B:
A:

I hope so, too.
I hate rain. There is a lot of rain here in summer.
Yes. But today it’s terrific. Don’t you think so?

Yes. Let’s enjoy it while we can.

Dialogue Two

A
: I take a lot of photos.
: Oh, that’s wonderful.

Ww W > W

A
B.

What-do you enjoy doing in your spare time?

: But it’s difficult to take a really good picture.
: I see. Anyway, it’s fun.
: What’s your hobby?

: Well, I’ve been collecting stamps since my childhood. I'm crazy about

stamps.

Really? If T have some nice ones, I will give them to you.

Thank you.

Dialogue Three

PW>E>E>W>

5

: I'm going to study in Britain.

: Really? When will you leave?

: I plan to leave next Friday. And I’ve already booked the ticket.
: How long will you study there?

: About three years.

: That’s a long time. 1 wish I could go as well.

:-1 hope you can. You can visit me there.

: Thank you! Have a nice trip and enjoy your study there.

: Thank you!

Group Discussions (/P4 iT6)

1 Hdw should you greet English-speaking people? What are the common

greeting ways within your culture?

2) What are the right topics for small talk with an English-speaking

person? What are they in your culture?

3) What should you pay attention to when making introductions?

170



Hints:
+ Introduce the younger to the older or vice versa?
+ Introduce ladies to gentlemen or vice versa?
+ Introduce the junior to the senior or vice versa?
+ Introduce a less important person to a more important person or vice
versa?
4) What names should you use when making introductions? What are the
common sentences used in making introductions?
Hints:
+ First name/given name
» Last name/family name/surname
+ Nickname

+ Full name
6 Business Speeches (745 )

6.1 Topics for English speech

Ask students to make a three-minute speech on one of the following
topics. Before making the speech, they should write an outline within one
minute.
1) First impressions count.
2) How to greet English-speaking people

3) How to make small talk

6.2 A Sample Speech

First Impressions Count

What are you really selling to your customer, wherever he or she is
from? Is it your goods, your company, your
service? Not really. The most important thing
you are selling is yourself. Think about it. You
are the face of your company. You are the person

your customer meets face to face. You give the

¢ 8



impression of how good or trustworthy your company is. So that first
meeting is very important.

What can you do to sell yourself better? Firstly, your appearance is
important. First impressions are lasting impressions. Your style of dress —
smart, organized, ready to work, business like. Your body language —
open, welcoming, friendly, trustworthy. The words you use and how you
say them — welcoming, confident, assuring. All of these things together
say, “I am a person you can do business with. ”

If you think that is all you need to do, you will’ soon lose your
customer, as he or she will see your impression as an act. You need to
follow up with results, and produce the goods for your customer. You need
energy and enthusiasm to show a sense of responsibility and be ready to
meet the customers’ needs. This will ensure that you not only win the
customer, and give him or her a feeling of confidence 1n yourgommma, but
also keep him or her with your company. Ths 1s what ggod secvice, sl
about, but it all starts with that first meeting, andshow well you present
yourself. Make a good impression.

7 Work out Solutions (% #7 9

1) You meet someone very important to you for the flrséi;%;lée, and you are
told his name. However, the next time you meet him, you
unfortunately forget his name. How will you deal with the situation?

2) You are an American working in China. When you make friends with
Chinese people, they always ask you these three questions. “Where are
you from?” “Where do you work?” “How much money do you make?”
The first two you may be happy to answer but the last one really annoys
you. How can you explain this to your Chinese friends?

3) You are a Chinese student and have been studying English for ten years.
However, your spoken English is not good, and you really want to
improve it by talking to native English speakers. Unfortunately, you do
not have any friends of that kind. How can you approach native English

speakers and make friends with them?
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8 Supplementary Knowledge Ckh7E%H18)

BWH BEAREE % 315 (Business Letters) , & 5 % (Memo) . 1 &5
(Report) , & BGE F (Minutes) . & B (Fax) . FE 4 (E-Mai) &, X85
H—HEFRE. ERRMNGHNE S FRA— R RERW. . BRGANRE
FHANFEAFHEZWESFREEM MELAERERTFEMEN—RIF
B | RRAE D R RS
8.1 %5 {Er)3 % (Steps for Business Writing)

1. ¥ E %/ B 8 (Know Your Purpose)

B-HEFTREEBAELURN IR NBMH/ R B (we
inform or request) , B h P Xt HEZ B T = & (we persuade) , B 8% Fh
ANRBFTE) (we motivate), B8] LIS 44 % JLA ) 1 .

* What do you want to say?
« What point will you cover?
* In how much detail will you write?
2. T#Ri%#H (Understand Readers)
* Who needs to know this information?
* What do they already know about this topic?
+ What response do I need from recipients?
3. I HE{E B (Gather Data)

FRMKENBEFRYIE. ¥ AHKESENFES .

* Reading files, records and reference materials
* Reviewing computer data banks
» Consulting with experts
4. BH{F B (Process the Information) ;
5. #5815 B AL R (Choose the Method of Communicating)

MEMAEI B AR RERABEEEARR N RRE
HLER AR .

6. B FM (Draft the Writing)
7. 83T 583 (Revise and Proofread the Writing)

8.2 MEEEKRN (Rules for Business Writing)

1. 528 (Completeness)
. 10 .



AEXBRBEFEREENEARFNZ —, LA M WRER
—HHFERNTE. WAEITHRES:
¢ What — what you want.

+ When — when you need the goods.

« Who & Where — to whom and where the goods are to be sent.
« How — how the payment will be made.

2. Rfk (Concreteness)

BWERBME/4s A& VR MAESHEE. ML, I We
wish to confirm our order dispatched yesterday. 4 %)% ) yesterday % iX
Feia g B S, BT AW BB (A, W 3% We wish to confirm our
order dispatched on 8th April.

3. % (Clearness)

WHEREERNEE. Y. CHANES REEEOANAEE.
H ARG ANRSE, B AEER TR R S0RIEA. I As to the
steamers sailing from Hong Kong to San Francisco, we have bi-monthly
direct service. bi-monthly &/ H Al LIM N “— A WK "X “F A —K”,
BERSIRE XU, KEBIFH N We have two direct sailings every
month from H. K. to San Francisco. (R{IME# B IHE 1L MEXRHRE
HAWHE.) ®AH We have a direct sailing from H. K. to San Francisco
every two months. (RIIAFEIIAS KN EXHREHISAE—K.)

AT REEMH BN IEA TP LB R HE R, L&
WM RAR SRR TE XK AMBE. W, _

Only we can supply this kind of product. (REBRMGBERBERKTR )

We only can supply this kind of product. (F 740 384 1, 3 7= & )

4. M (Conciseness)

TR OO R R SR P BRI A E B R A
AfEFEB—H TR, . We intend to purchase new office furniture and
shall buy it before the end of the financial year. M. 4]3% F purchase new
office furniture # shall buy it B & B R — EHGRAAARER, T

Bk We intend to buy some new office furniture before the end of the

financial year.

5. #L# (Courtesy)
11 .



