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Teacher’s Tips |

B Aims: Learn how to greet and make self-introductions
Learn how to introduce one person to another
Grasp the useful expressions about greetings and introductions
Get the gist of VOA Special English and Business News

Part | Pre-listening and Speaking Tasks |

i

You will watch a video which is full of greetings and introductions. Try toi'

understand the conversation and sort out the useful expressions which can be used -
_—

in your daily conversations. Try to practice them.

R e e

Word Tips
reception H:#F
administration 47#E 3R 17
stationery cupboard C E-##
executive 28, T HFAMR
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This is the first day for Edward Green to come to his new company. He is here to meet

Don Bradley, 1) . But at the moment Mr. Don is not in his office. Jenny

Ross, the Head of Administration in 2) , shows him the department. She

shows him where the stationery cupboard is and tells him he can find 3) ,
4) and 5) there. Edward will work as the 6)

in this company.

. Watch the video again , and then pay attention to the words or phrases which are often used in

the office. Fill in the blanks with proper words or phrases from the video.
1. Personal Computer is usually abbreviated as

2. In a big company there are many , dealing with marketing, developing,

personnel, etc.

3. The staff can get coffee from
and are necessary equipments in the office. They

can help dealing with documents.

5. On Edward’s desk there is an in which documents and paper materials
can be put.

6. The _ desk refers to the desk where the visitors are received in a large
organization or hotel.

A

|

27 Let's Tak

§

Y o~

Imitate the conversation , and then try to play the roles. Write down some useful expressions.

]

. Listen to the following self-introductions and get the main information. f‘
r Learn to make self-introduction and introduce yourself to your partners or to??
~ your whole class. o )

k™ i B A T
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74 7 Nice to Meet You

1 Listen to the conversation in a business setting, and then fill in the blanks with the

information you have heard.

Sam:
Victor:
Sam:
Victor:
Sam:

Victor:

Sam:

Victor:
Sam:
Victor:
Sam:

Lin:
Victor:
Lin:
Victor:
Lin:

Word Tips

representative 4%, &

CEO ( Chief Executive Officer) & & #4 47
kE

specialize in 3, KT

Hello, I don’t think we’ve met. Sam Eriks.
Victor Tang. 1)

And what company are you from, Mr. Tang?
Ocean Wide. I’m the sales representative for this 2)

Ah, yes. I know your company. Your business is 3) very rapidly at

the moment.
Yes, we're doing quite well. And yourself? 4) ?
Actually T work for myself. I'm the CEO of 5) . We specialize in 6)

It’s a growing market.

Yes, but a very 7) one, Mr. Tang.

Please call me Victor.

Sam. Victor, 8) . Lin, this is Victor Tang—the regional rep. for Ocean
Wide. This is Lin Chan, 9)
How do you do, Mr. Tang?
I’'m very well. Thank you. Nice to meet you, Ms. Chan.

And you.
10) ?
Thank you.

2 Listen to the conversation again , and then identify the four parts of Sam’s introduction when

he introduces Victor to Lin.
First, he told Lin 1)

Second, he told her2) and 3)

Third, he told Victor Lin’s 4)
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Finally, he told Victor 5)

Make self-introductions of Victor and Sam separately. Write down the key information , and

then address them to your partners or your whole class.
Hi, my name is Sam Eriks.

Hello, I'm Victor Tang.

a

B Word Tips

Manchester 4 (3£ E —% )
conference £33

exhibition J& 4

contact ik, B %

Listen to the statement, and then mark the Jfollowing sentences with T (true) or F ( false).

( ) 1. Tony Marshall must be a tour guide.

( ) 2. He is fond of his job because he can visit a lot of new places.

( ) 3. He met his colleague when visiting Manchester.

( ) 4. He and his colleague don’t work hard.

( ) 5. “Sun, Sea and Sand” is an international conference and exhibition related to tours.

. Listen to the statement again , and then fill in the blanks with the information you have heard.

Information about Tony Marshall

Tony Marshall is working in 1) for a company called 2)
. He 3) a lot and 4) . Now, he’s
with 5) , May Hunter. This is 6) they’ve been to
Manchester. They come here to 7) . He hopes to 8)
and 9)
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Information about Manchester
Manchester is famous for 10) , music, 11) and

12)

3 At the conference of “Sun, Sea and Sand” , Tony Marshall is trying to find new agents. Work
with your partners and play the roles of Tony Marshall and an agent. Make a conversation

about the tour to Beijing.

a8
AESK
'3 Let's Tak
Introduce yourself to your classmates on the first day at college, referring to the useful
expressions in the box if necessary.
Useful Expressions

Let me introduce myself. 1 am a freshman.
I would like to introduce myself. I live in No. 2 Dormitory.

May I introduce myself?

I come from...

I am from...

I am open-minded ( adaptable, active, aggressive...).

I enjoy...

Part Il Post-listening and Speaking Tasks |

N Ty
1YYy

In this part you are expected to use the communication skills you’ ve got from
~ the above in your daily life. Try to complete the following tasks.

h!

7
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Meeting the Client

1 Look at the lady in the first picture. Her name is Anne, a wine dealer from Singapore. She
arrives at Adelaide Airport and meets her local buyer, Sarah (the woman in red in the second
picture). The man behind Sarah is her husband. This is their first meeting. Can you guess

what the conversation between Anne and Sarah will be?



’—| R 55 SEi LT R 1 |

Play the roles with your partner and guess how Sarah introduces herself and her husband to

Anne. Write down your possible conversations.

2 Watch the video , and then fill in the blanks with the information you have heard.

Anne: Excuse me...

Sarah: Anne Lee?

Anne: Yes. Hello.

Sarah: I'm Sarah Taylor. 1) . Pleased to meet you.
Anne: 2)

Sarah: Oh. Sorry. 3)

Mark: Good morning. How are you?

Anne: Very well, thank you.
Mark: 4) ?
Anne: Actually, 5)

Sarah: Let’s get your bags.

Anne: That’s mine there! The red one.
Mark: It’s heavy.

Anne: 6)

Sarah: 7) . Mark’s strong—aren’t you, dear?

Mark: No worries.

Sarah: Come on. 8)
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1 Today is the first day for Wu Hao to go to work. He asks his boss, Mr. Ma, to introduce
some colleagues to him. Try to fill in the blanks with appropriate words or expressions.

Wu Hao: Good morning, Mr. Ma. It’s 1) to meet you again.
Ma:2) . If you work hard, the sky is the limit here.
Wu Hao: 3) ?
Ma: Sure, come with me.
Ma: Zhang Tian, I would like you 4 ) . He just graduated from

Tsinghua University.
Zhang Tian: 5) .
Wu Hao: 6) and would appreciate your guidance.
Zhang Tian: That’s all right. I will try my best to 7)
Wu Hao: Great!
Ma: Well, as other guys are still not in, 8)
Wu Hao: All right.

2 Make conversations with your partners according to the following situations , referring to the

useful expressions in the box if necessary.

1. Meet colleagues as a new clerk in a company.
2. Meet a foreigner at a party.
3. Meet your future spouse at a blind date.

Useful Expressions

Could you introduce me to...?
I haven’t met your Managing Director yet.
I don’t know anyone here. You’ll have to introduce me.

Let me introduce you to our Managing Director.
I'll introduce you to our Managing Director. This is Mr. Johnson, our MD.

Nice to meet you.

Glad to meet you.

Pleased to meet you.

I’ve heard a lot about you.

It was very nice to have met you.
It was nice meeting you.
Hope to see you again.
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Part IV Additional Tasks | |

7

o

~ You will hear VOA Special English and Business News. You are expected;f
~ to learn to make notes while listening and summarize the information you have™
: S 7 Ny
~ heard. ’

VOA Special English

1 Listen to the statement , and then fill in the blanks with the information you have heard.

Word Tips
admission A\ 35 7
apply to ¥ 3
application 93 %
catalog B F At

1. According to the directors of foreign student admissions at American colleges, when you
want to study in the United States, you can apply to

2. An application is

3. You’d better ask for applications years before you plan to start your
study in America.

4. The college’s catalog is ’

5. If you want to study in the Ohio State University, you can get the address of the admissions

office in or get application forms on

6. If you write a letter to apply to an American university, you are expected to list
and , explain ,

and

2 Try to memorize the information you have heard , and then retell it to your partners. You can

refer to the outline and the key words and expressions in the box if necessary.

Outline:
1. the first thing you should do if you want to study in the United States

2. the two ways to get admission application

. 8-
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3. the items that you should list in the application forms or application letters

appply to, get/request applications, fill out/copy/print/mail/receive application
form, admission application, admit... as, list, explain

Business News

~ Word Tips
item (T £XFIFE) RA, F&
chain 4%
portal A &

revenue LA

Peanut Butter Manifesto &, 4 # & =
accuse %%

memo &%k

priority 4k %64

1 Listen to the business news, and then fill in the blanks with the information you have heard.

The newspaper industry has worried about 1) from Internet companies

for 2) advertising, or 3) advertising by individual

people for jobs and items for sale. A group of seven US newspaper chains representing 4.)
daily newspapers has made a deal with on-line portal Yahoo to share content and

advertising revenue. 5) for job openings will appear on the HotJobs
website, which was acquired by Yahoo in 2001, and Yahoo will provide 6)
~and search 7) for the newspapers’ own websites. Yahoo made the news

recently when a top executive published a memo known as the “Peanut Butter Manifesto” ,
which accused the company of spreading their resources too 8) ; the

newspaper deal shows that catching up with Google’s advertising revenue figures is a priority for
Yahoo.

) Listen to the news again, and then try to guess the meaning of the Jfollowing words or

phrases.

1. Internet

2. online
3. Yahoo
4. Google




