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Meeting People

In this unit we will talk about
e greeting people;

e introducing oneself;

e introducing others; and

e finding topics for small talks.

1 Starting-up

Discuss with your partner about different ways7of ,greeting each other in different
situations. Greeting may come along with body languageAndddition to speaking.

Culture Tip

Greeting, which may involve a verbal acknowledgment and sometimés.a handshake, facial
expression, gestures, body language and eye contact can all signal what type of greeting is
expected. Gestures are the most obvious signal, for instance greeting someone with gpenarms is
generally a sign that a hug is expected. What’s more, greeting customs “aind Jighly
culture-specific and may change within a culture depending on social status and relationSBip. A

More than one culture encourages a kiss on the cheek as a greeting. These culfure§,
include North African, Middle Eastern, Cuban, Eastern European, Spanish and Portuguese.
Handshakes are given throughout the world and known as a largely U.S. custom. But not all
cultures shake hands in the same way. The British prefer a brief but firm handshake. The

French prefer a light, gently grip that is also short-lived.
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2 Greeting

It is common for people to greet and introduce each other in business world. Therefore, it
is the first step to communicate with people by learning to greet and make introductions.
Greeting is a way of being friendly and polite to someone. People may use different ways of

greeting in different situations.

2.1 Formal and informal greetings

A @ Listen to the following conversations and decide which are formal and which are

informal by putting a tick ( v) in the correct box.

1) Formal [] Informal [] 2) Formal [] Informal L[]
3) Formal [ Informal [ 4) Formal [ Informal []
5) Formal []J Informal [J

B @ Listen to the conversations again and fill in the blanks.

1) —Good morning. Mr. James. ?

—Very well, thank you. Mr. Smith. How about you?
—Just fine. Thank you.
2) —Hey, Jane. ?
—Not bad. Thanks.
3) —Alright, Alice, What’s up?
. . Bill.
4) —Hello, Mr. Hamilton. It’s lovely to see you again.

—Hello, Ms. Wilson. Nice to see you too. It’s been a long time, hasn’t it? ?
—I’'m OK. Thanks.
5) —Excuse me. Mr. Black Britain?

—Yes, I am. It’s lovely to see you.

—Lovely to see you, too.

C @ Pair work. Read the following situations and decide whether you should use

formal greetings or informal ones by putting a tick () in the correct box. Make
dialogues according to the given situations with your partner in proper ways. You may
use the following language focus for your reference.
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Situations:

1) You are a receptionist in a hotel and greeting a customer. Formal [] Informal []

2) You are greeting your colleagues in the office. Formal [] Informal []

3) You are meeting your new client at the airport. Formal [] Informal [

4) Your business partner invites you to a party in his apartment. When you arrive, you greet
each other. Formal [] Informal [

5) When you are at an interview, you greet the interviewer. Formal [] Informal [

Language Focus
Excuse me. Are you Mr. Black from the United States?
Welcome to our company.
How are things with you? / How are-you doing? / What’s up?
Quite good. / Can’t complain. :
How about you?
It’s lovely to see you again.
It has been a long time, hasn’t it?

2.2 Questions and replies during greetings

Questions can keep a conversation going on, which may help you to know more about

someone. After people meet each other, they always ask questions.

A @- You are going to hear six questions. However, the questions are not in the same

order with the replies on the right. Please match them by writing down the numbers of
the questions in the proper places.
— —T’1l probably be staying till the end of this month.

— —Black coffee, please.

= —No, this is my first visit.

— —Yes, please. I'm to meet Mr. Lee, the Sales Manager.

— —Yes, thanks. I had a very good trip.

— —That’s right. Nice to meet you.

B @ Listen to the six questions again and write down each of them.
)
2)
3)
4)
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3)
6)

3 Introducing People

Greeting can also be seen as a way of starting a conversation. After greetings, it is very
common for people to make introductions to those they meet for the first time.

3.1 Introducing oneself

In some situations, people may introduce themselves in public—before a presentation or
during an interview. It would be very helpful to make a good impression by introducing
oneself successfully.

A @ Listen to the self-introduction of Connie during an interview and fill in the
blanks.

Hello. is Connie Wilson. I was at California University for four years
and graduated in 2018. I marketing. I got my first job upon my
graduation. It was a multinational company. They have a training

program for people just graduated from university and it lasts 12 months. During that period, |

could work in , such as Personnel, Marketing
and . 1 even went to visit customers with the sales
representatives. | it very much and I learned a lot.

B @ Pair work. The following are two business cards. Choose one of them and play his

or her role. Introduce yourself to others. Give as many details as you can. In addition to the

information on the card, you may invent more information as you wish.

{\»N&&&)&NN\Q‘&& SN S R S R S P S G S S S R SR S e SR ey

NOKIA

CONNECTING PEOPLE Brian Martin

R 2

Sales Manager
Nokia (China), Chengdu Branch
Add: 31 floor, Tower A, Times Plaza, No.2, Zongfu Road, Chengdu  Sichuan, P.R.C.,
Zip 610016
Tel: 028-86890188
Fax: 028-86675399
Mobile: 13681234567

i o o i it i e e e

f&ww&&w&&w@»w
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V If you have o body, you are an athlete,

Catherine Brown

Senior Sales Representative
Nike Sports (China) Co., Ltd.
Add: 24 floor, Lansheng Plaza, No. 8, Huaihaizhong Road, Shanghai
Tel: 021-63190900
Fax: 021-63190900
Mobile: 13684567123

e o o N @(*(&\@@@@@@@@@@ﬁéﬂ\m@@@&
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3.2 Introducing others

Word Bank

R

CEO n. Chief Executive Officer #0478, & FMATE

Seattle n. (3T %) HIEHE

Forbes n. (M (#@Ah)» &&

net worth n. F AR, A4

Mexico City n. (R4 ) Z2HIFTIK

billion # one thousand million +12 ( %)

telecommunications ». the science and technology of communication at a distance
by electronic transmission of impulses, as by telegraph, cable, telephone, radio, or
television ®,13k

investment 7. property or another possession acquired for future financial return or
benefit X7

nickname ». a descriptive name added to or replacing the actual name of a person,
place, or thing 25, BRAR

stock market n. JREZ T

e T e T e A e e e e e e T e e T e e e e e e T e e e e e e e T e e e e e T T e T e T e eSS

R i e e o O o R R

oY

A q Listen to the introductions about three famous persons, guess and write down

their names.
1)
2)
3)
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B q Listen to the introductions again and fill in their personal information cards as follows.

Name Place of Birth Year of Birth Business Field Net Worth
Bill Gates Seattle $90 billion
Jeff Bezos New Mexico e-commerce

Warren Buffet

Omaha

3.3 Meeting a client at the airport

Bob Nelson is a client from the Great Britain. Tom Clinton and Anna Anderson, sent by
his Chinese partners, greet him at the airport.
Word Bank
N e
) urgent adj. compelling immediate action or attention; pressing &K ZBPa4i75) /
Y AekiEsd; ZH44
deal with %#F, 432, FA

intend v to have in mind; plan &4k; it X|
i N 4

T T ST e e

A @ Listen to the conversation and fill in the missing information in the following

sentences.

1) . Are you Mr. Nelson from Western Electronics?
2) Please to call me Bob.

3) It would be my

4) We’ll have enough time to

B @ Listen to the conversation again and answer the following questions.

1) Who are Tom and Anna?

2) Why didn’t Mr. Hamilton go to meet Bob Nelson?

3) How did Bob Nelson like the flight?

4) What would they do after the conversation?
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C Group work. Play roles of the three and practice the dialogue. You may use the

answers in Exercise A and B for your reference.

3.4 Introducing a senior executive in the office

Sarah Salice, a senior executive (/5 2% 17 F-%’) from the head office of Simens ([ ]F
7y 7)), is on a business trip to the company’s division (7772 @) office in Shanghai. Peter Wang,
president in charge of the Shanghai division office, greets her in the office.

Word Bank

P N N S S N I I S S S S S S S S S S e R SR S S S e
time difference n. A £ “%
marketing ». the act or process of buying and selling in a market 77 3% & 4%
accountant ».  one that keeps, audits, and inspects the financial records of %
individuals or business &FFA R, 2P %
positive adj. characterized by or displaying certainty, acceptance, or affirmation ¢
M, E@E, R %

top-notch adj. of the highest quality &K 4%

f@»@ww\w@@wy

A @ Listen to the conversation and decide whether the following statements are true

or false by putting a tick (V) in the correct box.

1) Sarah is very tired when she comes to the office. Truel] False[ ]
2) Sarah is a very serious person. True[] False[]
3) Sarah is going to talk more with Clair later. Truel] False[]
4) Peter is very proud of the staff in the office. Truel] False[ ]

B @ Listen to the conversation again and complete the following sentences:

1) Sarah felt a little tired because of the
2) Peter introduces and to Sarah.

3) According to Sarah, since John took charge of the , there have been

great positive

3.5 Attending an international conference

An international business conference is held in New York. Businessmen from different

countries are introducing themselves and talking.
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A @ Listen to the conversation and fill in the missing information in the table.

Name Nationality Company Division Office Position
John Miles American Mrketng
Manager
Susan Lee Simens
William Morris Canadian

B @ Pair work. Play roles of the three and practice the dialogue. You may use the

table in Exercise A for your reference.

4 Small Talks

When people first meet in business, they may greet and introduce each other. Moreover,
before the business discussion begins, there are often “small talks”. Anyway, people from
different countries would probably ask improper questions due to different cultural

background.

A @ Listen to the following conversation between an American client Mr. Harry

Smith and a Chinese manager Wang Lin. Write down the questions in the proper places.

Proper questions: Improper questions:
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B ‘!) Pair work. Find some topics you can talk about during small talks when you

meet people in business. Make dialogues according to each topic.

Culture Tip

Perhaps the safest of all small talk topics is the weather. Whether good or bad, a
comment about the temperature or sky condition (sunny day, cloudy day, rainy day, etc.)
never offends. Commenting on the crowded traffic or the late bus, or high prices in the
department store (immediate conditions) is also always appropriate. Similarly, most people
do not mind talking about their work, family, or school life, either, since for most people
these are experiences held in common. Even so, asking whether someone is married or not
crosses over into personal information and therefore should be avoided. Asking such
questions as “How much do you weigh?” “How old are you?” or “How much do you earn?”
are taboos in English, at least as starters for conversation. Only when friends are close
would they ask such questions of each other. Likewise, for most people, religious or

political convictions or sexual ones are considered private matters.

S Role Play

Make a group of three and role play the three famous people mentioned in 3.2 in this unit.
Read all of their personal information cards carefully. Suppose three of you meet at an
international business conference. Please greet each other, introduce yourselves and then have a
small talk. After the first round, exchange roles. The following language focus may be helpful.

Language Focus
Introducing oneself
I’m John Smith from Toronto, Canada.
My name is Alan James. I’'m a sales manager.
I’'m with Nokia.
I just want to introduce myself.
Please allow me to introduce myself.
I don’t believe we met before. I’'m Joan Keller.
Introducing other people
I"d like to introduce Mr. Anderson to you. He is the marketing manager.
There’s someone I'd like you to meet. This is Mr. Miles.
Have you met Anna before?
Meet Carol.
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I'd like you to meet our new client, Ms. Stone.
I’m wondering if you’ve met Ms. Clinton.
Please allow me to introduce Mr. Wood to you.

6 Leisure Time: A Song J—J

Welcome To My Party
This is John and this is Sue.
Hello, how are you?
How do you do?
Sue’s from England, and John is, too.
We’re very pleased to meet you.
Welcome to my party.
Come in and sit down.
Welcome to my party, and
Welcome to my town,
Welcome to my town.
Hello, John. Hello, Sue.
My name’s Tom.
How do you do?
This is my house, and my party, too.
I’m very pleased to meet you. (chorus)
Come in and sit down.
Close the door.
Take a seat or sit on the floor.
You and your friends are welcome here.

Have a glass of beer. (chorus)

Stop and review

Review the aims for this unit and think about what you have learnt. Complete the
checklist by putting a tick () in the correct box.

Yes No
I can do this I need more practice

Greet people

Introduce yourself

Introduce other people

Find topics for small talks
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Interviews

In this unit we will talk about
e interview preparation;

e interview process;

e interview technique; and

e interview practice.

1 Starting-up

“Interview is a game in which I deal the cards, but you hold the aces. It’s up to you to
play them.” This statement is made by an interviewer. How could you understand the sentence?
Exchange your idea with your partner.

2 Interview Preparation

2.1 Interviewer’s questions and interviewee’s questions

During an interview, the interviewer may ask questions to keep the conversation going.
However, the interviewee may also ask questions.

A @ Listen to the following 10 questions and try to find out which ones are the

interviewers’ questions and which ones are the interviewees’ questions. Please write down
the number of each question in the proper place. Each question will be read only once.
Interviewers’ questions:

Interviewees’ questions:




