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Business Introductions and
Welcoming Clients

: -

Learning Goals |

After learning this unit, you will be able to
1. introduce oneself and others;

. exchange business cards;

. welcome business clients at the airport;

. know the etiquette of welcoming clients;

Wk N

. master the basic expressions of welcoming clients.
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Part 1 Lead-in

How to welcome your clients at the airport

If a foreign client makes a special trip to visit your place, it indicates that a business trade
will be probably concluded. The first step, to welcome clients, can’t be careless. It requires you to
leave a good impression and lay a positive foundation for your business.

Before the foreign client starts his/her activities in your place, you need to prepare a
schedule, concerning a planning of activities and arrangements in order of time. You also need to
learn how to address your client acceptably on formal occasion and how to dress in a professional
manner for the first meet. To confirm the time of arrival, the flight number and the exit, you will
not get yourself into trouble.

According to the client’s flight number, it is necessary to reconfirm whether the airplane is
due to arrive on time. If so, you are supposed to reach the airport in advance. It will be wise to
take the client’s photo along with yourself or prepare a piece of poster with his/her big and clear
name on it which can be easily recognized. When meeting the client, a handshake is needed
for the signal of friendship in China. Japanese always give their clients a welcoming gift after
bowing. In some western countries people are likely to hug or kiss as a gesture of goodwill.
Therefore, when a westerner tends to express his/her friendliness this way, you had better do it in
the same way lest your client be embarrassed.

Be helpful to your client with his/her baggage. He/She will think you nice to offer him/her a
hand for the baggage and arrange the transportation and accommodation for him/her. For the first
meet, good topics of conversation include weather, trip and hobbies like travel and sports. It is a
good way to break the ice on the way to the hotel and get closer in relationship. Avoid comments
that could be taken as boastful, or about religion and politics, or private topics, such as salary,
marriage, clothes price and so on. In some cases, conversations can be ignored. For instance, your
client seems tired or takes little interest in it.

Part T Warm-up Activities

ﬁ. Look at the following pictures and discuss the questions with
your partner.

2
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1. What do you prepare for meeting your clients at the airport?
2. How do you greet your clients for the first time when he is kissing/hugging you?
3. Do you know how to exchange business cards with your business partners?

m. Work in pairs and complete the table by translating the English
and Chinese equivalents of the words or expressions given.

Typical Vocabulary of Welcoming Clients

international airport BEH 02 ]
business cards #=F
surname LBt
luggage [m]

arrival REREA

m. Learn and try to use the following useful expressions or key
sentences.

. Excuse me, are you...from...?
. Is your name...from...?
. Nice to meet you.

. Thank you for meeting me at the airport.

1
2
3
4
5. I'd like to introduce myself. My name is...
6. I'd like you to meet...

7. Let me help with your luggage.

8. How was your flight?

9. The journey was pleasant and the service on board was excellent.

10. I hope you’ll enjoy your stay here.

Ql;grl I Model Dialogues

Dialogue 1

7

3’ Background

Zhejiang Sunrise Import and Export Corporation is specialized in exporting and
manufacturing various kinds of silk products. Mr. Black is a business representative from
Stone Company Ltd., California, USA. He pays a visit to Zhejiang Sunrise Import and Export

Corporation, and now he arrives at Hangzhou International Airport by plane.

&
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ﬁ Task Description

Liu Qiang, a salesperson of Zhejiang Sunrise Import and Export Corporation, is sent by the

general manager, Mr. Zhao to meet Mr. Black at the airport, then take him to the hotel.

Nice to meet you!

Who: A (Mr. Liu Qiang), B (Mr. Jack Black)
Where: at the airport

When: in the afternoon

What: meeting a business client

A: Excuse me, but are you Mr. Black from America?

B: Yes, I'm Jack Black from California.

A:How do you do? My name is Liu Qiang from Zhejiang Sunrise Import and Export
Corporation.

: How do you do, Mr. Liu?

: Welcome to China. To be exact, warmly welcome to our Hangzhou.

: Thank you. I have heard a lot about Hangzhou, a beautiful city, before I came here.

: On behalf of our general manager, Mr. Zhao, I’'m coming here to meet you.

® > o > W

: Thank you, Mr. Liu. Very nice to meet you.
(Shaking hands and exchanging business cards)
: Nice to meet you, too. How was your flight?
: Oh, it was pleasant.
: I'm very glad to hear that. And 1 hope you’ll enjoy your stay here.
: Thank you, I'm sure [ will.
: Let me take the luggage for you.
: Many thanks.

w > W > W >

=115 Words & Expressions

1. import v/n. PO
2. export w/n. Ho
3. corporation n. ]
4. flight n. ALEE, JiRfT
5. luggage n. 1%

A

S o

1. Excuse me. ix HIf4E&E “XIAR” AR, miEim . m#E, A8 X R AR

4
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B —FhZeiks, Huil HACH] .
2. I have heard a lot about Hangzhou. (have heard about sth./sb. a lot) /R A [H K4 .
3. on behalf of our general manager (on behalf of sb.) F/R{UHEFEA

Dialogue 2

] Background

Shaoxing Youguang Trading Co., Ltd is specialized in importing and exporting of
various kinds of textiles. Ms. Keller is a manager from Mywill Company Ltd., Britain. She is

visiting Shaoxing Youguang Trading Co., Ltd on the invitation from Mr. Wang, and now she

arrives at Youguang Trading Co., Ltd together with her business partner, Mr. Cook from New
Zealand.

ﬂ Task Description
Wang Hui, the general manager of Shaoxing Youguang Trading Co., Ltd, is welcoming Ms.
Keller, the manager from Mywill Company Ltd., Britain, his regular clients, and is ready to meet

Myr. Cook from New Zealand.

Glad to see you again!

Who: A (Ms. Keller), B (Mr. Wang), C (Mr. Cook)

Where: at the gate of the company

When: in the morning )

What: greeting a regular client and introducing a new business partner

A: Hello, Mr. Wang. Long time no see! How are you?
B: Hello, Ms. Keller. Fine, thank you, how about you?

>

: Fine, thanks. May I introduce Mr. Wang to you? This is Wang Hui, General Manager of
Youguang Trading Co., Ltd. This is Mr. Cook from New Zealand.

: How do you do, Mr. Wang?

: How do you do, Mr. Cook? Is your first time to China?

: Yes, I’'m so impressed by your city on the way to your company.

w O w O

: Thank you for saying so. Shaoxing is a fast developing city in China with a long history over
thousands of years.

>

: Excuse me, Mr. Wang, Mr. Cook’s been in the line of textiles for over ten years and he is very
interested in your products. Shall we go to your office to discuss our business?

B: Sure! This way, please.

A and C: After you.

“
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1. textile n. i, Gi8L
2. impress v ’é’i—FEﬂ%
3. in the line of Tk

1. Long time no see. iX BIFERFRIVIE, METELLENLR, ZRECLNER
RANEZBER.

2. ... has been in the line of textiles for over ten years F/R A E YL TIE FE24T .

3. This way, please. T/ “IXIAE", R AT FEES ) H TS .

Dialogue 3

¥ Background

BCD Import and Export Co., Ltd. is specialized in importing and exporting various kinds of
chemical products. Ms. White is a business representative from ABC Company Ltd. in England.
She requires visiting BCD Import and Export Co., Ltd., and now she arrives at Ningbo Airport by

plane.

& I Task Descripti
-"g ask Description

Li Liang, an interpreter of BCD Import and Export Co., Ltd., together with sales manager,
Myr. Wang, meets Ms. White at the airport, and then takes her to the hotel.

My pleasure to meet you.

Who: A (Mr. Li, the interpreter), B (Ms. White, the guest), C (Mr. Wang, the manager)
Where: at the airport

When: in the morning

What: meeting a business client

A: Excuse me, but are you Ms. White from England?

B: (2R, FIERE.)

A: Tam Li Liang, an interpreter from BCD Import and Export Co., Ltd.
B: (R4, 225k, )

A:

Al «
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(IREXIENR, MRt A VM EAERDRER, FORNG—T, XA
MBI S . Xk A E MRt )

C: Glad to meet you, Ms. Black, welcome to China.

(FRMAREIEBNR, k. BRsE ARTRIEIR. )
(They are shaking hands.)

(REMARERIAIS . —i LibgFIE? )
(i, iRk, SREA—SILR)

w

(ARG, ARG TR AU )

B: Do you know where the luggage claim area is?

>

(HLE, sEEAR)L. A1 EmE. )
: The bags seem quite heavy. May I give you a hand?
: Thanks. They are a bit heavy. Oh, wait, wait... Don’t take them both. | can manage one.
: OK. There is a car waiting over there. Let’s go on.

> 0w >

: Ms. White, get in please.

@J Words & Expressions

1. interpreter n. MR

2. sales n. W, mEm
3. pleasure on ¥, e
4. luggage claim area (=0

%
1. Allow me to introduce Ms. White to you. i f0iF T AL M & 445 165
2. May I give you a hand? FF 2 AHCNG? FERURULIELA -
Can [ help you?
May I help you?
3. Ican manage one. FKAEE—/M.
manage v. Here it means “take, carry.”
manage —BRHA “EHL, L A BEERT ZE.
eg. Mr. Brown managed his grocery very well.

AR A S R B RA R A .
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Mary couldn’t manage without the help of her colleagues.

VA RISEATROH B, HhEE I i .

(Pgarl IV _Role-play Activities

D Situation 1

Pair work. Make a conversation for about 3 minutes with your partner according to the given

information.

Tips for you (A):

Situation: You are waiting at the airport for a new client who is going to visit your company.
The tips are for you to prepare a conversation.

You are

Hu from Zhejiang, China;

salesperson of Zhejiang ABC Import and Export Corporation.

You will

meet your client at the airport;

ask about his trip;

offer to help him with his luggage.

Tips for you (B):

Situation: The supplier is waiting for you at the airport. The tips are for you to prepare a
conversation.

You are

Susan White from Mexico;

the head of an Import Dept. of the Foodstuft Corp. in Mexico.

You will

express your thanks to Mr. Hu;

express your feeling about your trip;

decline his help and carry the luggage yourself.

Q Notes for Preparation:
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A ]

The manager of Wike Company, Li Ming, asks Sun Peng to meet Mr. Smith at the Lishe
Airport in Ningbo.

Suppose A is Li Ming, B is Sun Peng, and C is Mr. Smith. Discuss in group the following
questions:

How will you recognize your client, Mr. Smith?

What should be taken into consideration when welcoming your client?

How will you start and continue your conversation with your client successfully?

a@ﬂ.’? Task Requirements

The conversation should last at least 3 minutes. The following items should be included:

1. Meeting your client at the airport;

2. Briefly introducing the sight of the city on the way to the hotel.

ﬂ Notes for Preparation:




