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i

(VN X X ITS

Unit 1 Greetings and Introductions

(Conversations 1-8) *

A good first impression is one way of establishing a positive relationship with others. In
business communication, proper clothing, a composed bearing and an authentic expression can
help deliver a good first impression and a good beginning to a business deal. Greetings and self-
introduction are the first step of giving a profound impression. Confucius once said that to be
forever victorious in battles, you’'ve got to know yourself as well as your enemy thoroughly. If
people don’t know their own company well, how can they work well and fully devote themselves
to the business? A company that is able to let its employees feel proud and dedicated will surely
win the trust of its customers. Therefore, employees should get familiar with their company,
including its history, business scope, corporate culture and facilities.

Conversation 1

Words and Expressions
seem to be FH EFE
in a hurry fRHf
in a minute 5 F,fB{tk
hold sb. up EifEIEA

see you later —£ LI,

{22

(Tom and Mary are co-workers. They meet and greet each other in the of fice. )
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Mary: Good morning, Tom.

Tom: Hi, Mary.

Mary: You seem to be in a hurry.

Tom: Yes. I've got a meeting in a minute.
Mary: Okay. I won't hold you up then.
Tom: Right. I'll see you later.

Mary: See you.

Questions:

Who are talking in this conversation? Are they friends?
What are Mary and Tom talking about?

What is Tom going to do?

What does Mary say?

What do they do then?

o s W

Conversation 2

Words and Expressions
receptionist n. HEREH
make an appointment %}
sales manager 4$§EZLH
in the mean time [R]fY
visitor's book RELICHE

conference room £ %E

&0

~
(Ann is the receptionist of the company. She is greeting Mr. Smith, a guest of Manager Mr.
Hard. )
Ann: Good morning, Sir. Welcome to our company, May I help you?
Smith: Good morning. I would like to see Mr. Hard.
Ann: Have you made an appointment! ?
Smith: Yes, I've got an appointment with him at 9:30.
Ann: Can I have your name, please?
Smith: Tom Smith, the Sales Manager from ABC Company.
Ann: Let me see. Yes, Mr. Smith, we have been expecting you?. Please have a seat. I will
call Mr. Hard at once.
Smith: Thank you.
Ann: Mr. Hard will be able to see you shortly. In the mean time, would you please sign the
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visitor’s book3?
Smith: OK.

Ann: Thank you. Please come with me, I will show you to the conference room.

1. Have you made an appointment? R4 i £ 052
2. We have been expecting you. FA17E A A 3K,
3. In the mean time, would you please sign the visitor’s book? [G]B i @ AE 15 & 4 | 45 44 412

U @000

Questions:
1. Who are talking in this conversation? Are they friends?
2. What are Ann and Mr. Smith talking about?
3. Did Mr. Smith have an appointment?
4. What did Ann do when she had confirmed Mr. Smith’s identity?
5. What did Ann do after she contacted Mr. Hard?

Conversation 3

Words and Expressions
newcomer n. Fht T

superior n. | ]

graduate from  ph+e+-- =%

major n. Fk

environmental engineering 3% T #2
honored a. FEFEH

considerate a. {KIEHY, % B BIH

&

ey

(John is a newcomer in the company. He is introducing himsel f to his superior Lisa. )

Lisa: Hello. Are you our new colleague, John?

John: Oh, yes. Lisa. May I introduce myself?

Lisa: OK. That’s wonderful. Please.

John: Hello. I'm John. 1 will graduate from MIT this summer vacation!. My major is
" Environmental Engineering.

Lisa: Welcome to our company.
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John: Thank you. I'm honored to work with you?.
Lisa: By the way, everybody, John is a newcomer, so let’s help him as far as we cand.
John: You are so considerate.

Lisa: Whenever you have trouble, please let us know.

1. T will graduate from MIT this summer vacation. 44 H FK IFRE B T K250, MIT
% Massachusetts Institute of Technology 455

2. I'm honored to work with you. REFN#E—d THEIRIBFE,

3. Let’s help him as far as we can. F{ /R4 J1# BbIE.

Questions:

.. Who are talking in this conversation? Are they friends?
What are John and Lisa talking about?

What did John do at the beginning of the conversation?
What did you know about John?

What did Lisa say to the colleagues?

What’s John’s response to Lisa?

What's Lisa’s attitude toward John?

No YW

Conversation 4

Words and Expressions
assistant n. BjE
secretary n. W3
be in charge of i3
marketing research 3R
assistant manager R&|ZHH
sales division #§E#
make one's acquaintance TAIREEA

~—
(Mr. Wang is a newcomer. The Manager of Huwman Resources Department Miss. Yang is
introducing some colleagues to him. )

Miss Yang: Let me introduce you to the people in the office.
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Mr. Wang: Fine, .

Miss Yang: Mr. Wang, this is my assistant, Jenny.

Mr. Wang: It’s my pleasure to meet you, Jenny.

Miss Yang: Now, I'd like you to meet my secretary, Helen.

Helen: Pleased to meet you, Mr. Wang,

Mr. Wang: Nice to meet you. Call me Jack.

Paul : Very glad to work with you. I'm Paul, in charge of the office work!. If you've got
any problem you can ask me.

Mr. Wang: Thank you, Paul. That’s very kind of you.

>

Miss Yang: This is Tracy. H
" s . Lo ®

Tracy: Nice to see you. I'm the assistant manager of the Sales Division?. ®
Emily: I'm Emily. I'm in charge of Marketing Research. 1 hope we can work well together. 7

Mr. Wang: It’s nice to make your acquaintance®. I'll try my best to get into the team.

1. I'm Paul, in charge of the office work. FR{%% , i F{IHhANZETIE.
2. 1 am the assistant manager of the Sales Division. 4 EI THBI L,
3. It’s nice to make your acquaintance. 1R XEEFARINIE.

Questions:

Who are talking in this conversation? Are they friends?
What are Mr. Wang and Miss Yang talking about?
Who is Jenny Miller?

What does Helen Smith do?

What do you know about Emily Brown?

What is the position of David Hard?

CDUTAO\J.(\):—‘

Conversation 5

Words and Expressions
banquet n E£
sort n. FhIE
Imp. & Exp. Corporation M/
be in charge of i3
get in touch with 5.« B R
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business scope %ﬁ i
for your reference fE#ES%

o

—
(Mr. High and Mr. Liare invited to a banquet. They don’t know each other. They introduce
themselves to each other. )
Mr. Li: Good evening. I don’t think we've met. May I introduce myself? My name is Li Wei.
Mr. High: Hi, I'm Jacky High. Pleased to meet you, Mr. Li.
Mr. Li: Pleased to meet you, too. I work for Appolo Imp. & Exp. Corporation. Here's my
card.
Mr. High: Thank you. What sort of work do you do at Appolo?
Mr. Li: I'm in charge of Marketing. At the back of my card is our business scope for your

reference!. Mr. High, how can I get in touch with you?
Mr. High: Oh, yes, I'm from Stone’s Company, Chicago. Here’s my card.
Mr. Li:- Thank you, I hope we can do some business in the near future, Mr. High.
Mr. High: Sure. I hope so, too.

1. At the back of my card is our business scope for your reference. 4% H B& HEZRITA F
ML ELEMtES %,

Questions:
1. Who are talking in this conversation? Are they friends?
2. What are Mr. High and Mr. Li talking about?
3. Where did Mr. Li work?
4, What did Mr. Li do?
5. What did you know about Mr. High?
6. What did they say at the last of the conversation?

Conversation 6

Words and Expressions
appointment n, 44

available a. 7EH, A IKIBH
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elevator n. H#H
employee n B T,J@HR
be subject to MJET
draft a contract EELA[AE

interpretation n. 1%
introduce v. 41+48

)

g

(Jack is coming to meet Mary , the manager of Human Resources Department. The receptionist
introduces the of fice of Mary. And then Mary introduces the responsibility of Jack.)
Jack: Excuse me, could you show me the way to the Human Resources Department

© @ 00ee

please? 1 am new here. I had an appointment with Mary.
Receptionist: I will call her at once. OK, she is available now. Please go to room 601.

Jack: Oh, thank you very much. But can you tell me where that room is?

Receptionist: It’s the first room on the sixth floor. You can take the elevator over there!.

Jack: All right. Thank you. Have a good day.

Jack: Good morning, 1 am the new employee and my name is Jack.

Mary: Good morning Jack. Nice to meet you. I am the Human Resources manager,
Mary.

Jack: Nice to meet you too, Mary.

Mary: You do know that you are subject to the Sales Department, right??

Jack: Yes, I know about that. So where can I start my work?

Mary: Well. your job involves drafting contracts and interpretation at meetings®.

Jack: And at the present?

Mary: Tom will be your partner and he will introduce everything to you. He is coming.

1. You can take the elevator over there. {fXA] AFEAR AR A HLED .

2. You do know that you are subject to the Sales Department, right? /RHEIRIEGEFTT LT
i, g7

3. Your job involves drafting contracts and interpretation at meetings. R ¥ TAE €145 & [F) #2 &L
Ao B

Questions:
1. Who are talking in this conversation? Are they friends?
2. What is Jack coming for?
3. Where is the office of Mary?



