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Unit 1

sl wpE ik

Training Objectives

I. Knowledge Objectives

After learning this unit, you
will be able to know:

¥ The role of a business meeting

v The flowchart of a business meeting

¥ The classification of business meetings

v The differences of the words in describing meetings
v The must quality of a conference interpreter

I1. Skill Objectives

After learning this unit, you
will be able to master:

¥ The 3P model for interpretation
v How to do long-term preparation for interpretation
v How to do short-term preparation for interpretation

111. Quality Objectives

After learning this unit, you
will be able to cope with:

v The business meeting interpretation

Training Steps

1. Knowledge Linkage

(1) Role of a business meeting

v Information-giving
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v Problem-solving
v Brainstorming

v Decision-making

(2) Flowchart of a business
meeting

(See the table in the right
column)

Meeting Flowchart

Open the meeting
Introduction
Explain the purpose of the meeting
Present the agenda
'
Move to the first point on the agenda
¢
Hand over to another person
+
Bring people into discussion

Ask for repetition and clarification
[’
Paraphrase
!
Summarize
¢
Move to the next point

'

Close the meeting

(3) Common classification of
business meetings

v Formal business meeting
» annual meeting
» extraordinary general meeting
» board meeting
» committee meeting
» executive meeting, etc.
v Informal business meeting
» sectoral meeting
» managerial talks
» briefing
> progress meeting
> work meeting

(4) Have a try

(What are the differences of
the words in the right column
in describing meetings?)

Meeting Conference Symposium
Congress Convention Forum
Lecture Seminar Workshop
Colloquium Panel Discussion Assembly
Session Exposition Summit
Party Banquet Buffet
Gathering
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(5) Qulifications of the

conference interpreter

L S

LS

A good bilingual conversion ability

> Interpreters must have complete mastery of their
working languages, including an excellent command
of their native language.

> They need an immediate grasp of their passive languages
and a well-developed capacity to express themselves
in their own language.

A good level of general education

A lively and flexible intellect

Analytic capacity

The ability to put themselves in the minds of the people

for whom they are interpreting

A good mind

A good physical quality

» be able to concentrate

» have a good memory

» have a pleasant voice and good diction

» be physically and mentally robust

To be willing to travel

» Interpreters need to be willing to travel, since their
work often takes them a long way from home.

Rigor professionalism

» A professional conference interpreter is always well-
prepared, is never late (even if the conference
participants are).

Confidentiality

Whether they are freelance or staff, interpreters always

have to deliver. They have to keep the information

confidential, not only in terms of getting the message

across, but also in their everyday professional practice.

2. Interpretation Skill: Interpretation Preparation ([iF/##&)
(1) 3P Training Model for Interpretation

Interpretation is a kind of oral translation; that is to say, the interpretation is an oral

communication process which requires the interpreter to convert the source language (oral or written)

into target language fluently, accurately and quickly. According to the 3P model of interpretation

process (Liu Jiangzhu, 2009), namely Preparing (P1), Performing (P2) and Packaging (P3), can be

emoployed in training class. You may refer to the following graph for more detail.
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(2) Long-term Preparation

Interpretation is an impromptu one-time translation activity. As situations or tasks are always
different for interpreters, a good interpreter should be fully prepared before interpretation. To
some extent, preparation is a lifelong job for interpreter, which is essential for the success of a
professional interpreter. Preparation can be classified into two categories according to the time
duration: long-term preparation & short-time preparation.

Long-term preparation is the daily knowledgeaccumulationand skill training to be a
successful interpreter, including good bilingual skills, large vocabulary and encyclopedic
knowledge storage and good career quality.

Why to prepare?
Preparation is essential for the success]

o {of a professional interpreter.

Knowledge

Glossary

Preparation is an interpreter’s lifelong
job.

Long-tem
Preparation

What to prepare?

(3) Short-term Preparation
Short-term preparation is the preparation done after the interpreter taking the task, including:
Term: the terminology and the proper nouns which may be used in the interpreting task;
Topic knowledge: the knowledge of related topic in the interpretation;
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Culture knowledge: an idea of the culture background, language characteristic, customs and
culture conflicts between different speakers;

In-site preparation: the adjustment and preparation on the spot, including the equipment
adjustment, psychological preparation and so on.

Different speakers
Why to prepare? ——l Each interpreting task is different. ]—(

/ — Different subjects

// —l Meeting documean1
) A glossary list

! -| What to prepare?

/

I—I Dictionaries, notebooks and pens I

Short-term preparation Dresses and name cards ]

Read through the relevant documents l

Surf the Internet

Contact the organizer and the speaker

How to prepare?

L|Prepare a question list |

Il. Performing

1. Phrase Interpreting

Study and interpret the following | 11 attendee
words or phrases into Chinese or | — % Kl under way
English respectively. it marketing strategy
PERE market survey
AT K brainstorm
e strength
A market penetration
HEA effective
W iE rely on
BER P promotion
e 3R i considerably

2. Sentence Interpreting

Having a Meeting Sample Sentences

Having one’s attention Attention / Silent / Order, please.
Can / May I have your attention, please?
Ladies and gentlemen, I need your attention.
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Opening the meeting

I declare the meeting open.

I’m glad to see that you could all make it to this meeting. If
we are all here, let’s get started.

Let’s get started. We’re here today to discuss ... First, let’s
go over the report from the last meeting.

Well, let me begin with this PowerPoint presentation.

I'd also like to introduce ... who recently joined our team.
Thank you for having me, I'm looking forward to today’s
meeting.

Setting objectives

The aim/purpose of the meeting is to discuss the new market
project.

The reason why we are here is to discuss the possibility of
opening a new market in that area.

The agenda of the meeting is as follows.

The first item on the agenda is Miss Brown’s report of her
feasibility study of the project.

Asking for opinions

How do you feel about this proposal?
What'’s your view on this?

Would you like to comment, Nora?
Why don’t you speak first, Tom?

Is there anyone who’d like to say something?

Presenting opinions

Mr. Chairman, may | make a point here?

I ask for the floor / to speak.

As far as [ see it, we have got two options.

I’d just like to say / point out that we can’t afford the time.
In my opinion, it can’t work at all.

Could I just say something? I (really) feel that...

In my opinion...

The way I see things...

If you ask me... [ tend to think that...

Presenting alternatives

The way I see things, we need to....
I suggest that we....

We should...

Why don’t you...?

How/What about...?

I suggest/recommend that...
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Controlling the subject

Can we come back to our subject?

We've already discussed that. Let’s not g0 over it again.
Let’s not jump too far ahead at this stage.

Let’s confine our discussion to the main issue today:.

I'm afraid we’re straying a little from the point under
discussion.

Asking for repetition and
clarification

What do you mean by “flex-time schedule”?
Could you be a little more specific?
Could you give us further details?

Correcting misunderstanding

I don’t think I quite made myself clear.
That’s not quite what [ meant.

Interrupting

Sorry to interrupt, but I'd like to know if the others agree.
Can I come in here?

Showing opinions of motion
& vote

[ move that the proposal be withdrawn.
Let’s put it to the vote,

I second the motion.

I’'m for / against it.

I abstain / object.

Showing agreement /
disagreement

[ agree / disagree with you on this point.

I’m afraid I don’t see it like that.

I go along/can’t go along with you on that. Good point! I
never thought about 1t that way before.

I get your point.

[ see what you mean.

Up to a point I agree with you, but...

I'm afraid I can’t agree with you. I think...

I must admit [ never thought about... that way before. [ have
to agree with...

Postponing

Can I come back to that later?

Let’s leave that until next week.

Paraphrasing

In other words, you prefer to have more meetings but
shorter.
So when you say “flex-time schedule”, you mean we can

choose what time to work ourselves.

Summing up

Let’s summarize what we’ve said so far.

Now let’s have a look at what we have got so far.

Closing the meeting

Well, that seems to be all the time we have today.
Unfortunately, we’re running short of time. Well have to

7
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leave that to another time.

Thank you very much... Right, it looks as though we’ve
covered the main items. Is there any other business?
Excellent. I"d like to thank...for coming to our meeting
today and giving the presentation. The meeting is closed. I
think we’d better leave that for another meeting.

3. Field Interpreting

(1) Situation lead-in

ABC company is a joint venture based in Guangzhou. Mr.
Chen will act as an interpreter for an internal meeting. It is a

not-easy-task for Mr. Chen as a new comer of the company.

(2) Group discussion

Question 1: If you are Mr. Chen, can you list what and how you should
prepare to fulfill this task?

Question 2: If you are Mr. Chen, can you list what questions you will
ask the secretary (or organizer) to prepare for the task?

Question 3: If you are Mr. Chen, can you list what kind of question you

will ask the speaker to prepare for the task?

(3) Role play & interpreting

Work in groups and take turns
to act as the interpreter, Mr.
Chen; and the other students of
your group will act as the
participants of the meeting.
While the
interpreter shouldn’t look at the
After
preparation for it, you are asked

interpreting,

material. six-minute
to act out the dialogue and
interpret in the front of the
classroom. Your performance
will be evaluated by yourself,
your teacher and other groups
and recorded as your regular
grade.

Introducing the attendees
Vivian (Meeting Chairman): If we are all here, let’s get
started. First of all, I'd like you to join me in
welcoming Mr. Wang, our Southwest Area General
Manager.
FE: AEESEIER, RERESNS R0,
Vivian: Now, let me introduce the attendees for this
meeting. Mr. Zhang, Southeast Area General Manager
and next, Leon, our Marketing Manager.
‘
Beginning the meeting
Vivian: OK, I'd like to get things under way. We’re here
today to discuss our marketing strategy this year.
First, let’s study the report on market survey by Mr.
Zhang then we’ll try to brainstorm the new marketing
strategy we should adopt this year. Right, Mr. Zhang,
over to you.

T W S AFIEIRAITE AR 7. iTEs
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Vivian: That’s good news. Tell in details.
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Vivian: It means that we are the first enterprise to have
international market. How about their commodities?
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v
Discussing items

Vivian: Thank you, Mr. Zhang. According to your survey,
it seems that we do have more advantages than other
competitors. So we must know how things stand and
do something to keep our lead. Leon, what’s your
suggestion on this point.

Leon: I think we’d better be clear about the strengths,
weaknesses, opportunities and threats we have. It’s
obvious that our main competitive advantage is the
quality of products.

Vivian: Then how do you analyze our weaknesses?

Leon: I think the main problem is that we have good
products but we haven’t achieved the sort of market
penetration we should have. That’s because our
marketing is not as effective as our competitors’.
We’ve relied too much on product quality, but not
enough on promotion.

Vivian: | agree. So from now on, we have to put
considerably more efforts into advertising.

E: BIX A E, REWBANEZESIN—LZ5
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