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X a]Unit 1

Face-to-Face Communication

i 3

2 0

Listening Module
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1. First Face-to-Face Interaction. Listen to the conversation and complete the
following notes using a few words.

1) Mr. Black is from .
2) Mr. Black prefers to drink a cup of coffee.
3) Mr. Black had on the plane.
4) Mr. Black’s flight was not bad, but it was a bit
5) Mr. Black did not have any trouble finding the company, because he got a

2. Introducing Someone in the Workplace. Listen to the conversation and com-
plete the following notes using a few words.

1) The name of the company that Shannon visits is
2) Brian and Tom work in department.
3) Shannon will stay with them for several months. She is from

4) Shannon’s flight was delayed for
5) Shannon was helping to put together the before she came.




3. Meeting Someone in the Airport. Listen to the conversation and complete the
following notes using a few words.

1) Miss Zhang is from
2) Mr. Jackson’s flight is not too bad — just a bit of
3) Mr. Jackson is going to stay at the
4) Miss Zhang has invited Mr. Jackson to have lunch at one of the best restaurants

5) Mr. Jackson has declined Miss Zhang’s invitation and taken a

6) Mr. Jackson has promised to and tell them he arrived.

4. Small Talk. Rachel Roberts has called to see Peter Hanks in his office. As you listen,
for Questions 1-5, complete the notes using a few words.

1) Peter’s company is about to open an office in :
2) Peter is hoping to visit the new branch, but he has to to the Market-

ing Director.
3) Ms. Roberts’ son is in the at school now.
4) Ms. Roberts’ son enjoys .
5) First, Rachel wants to confirm of the presentation.

5. Job Description. Harry Stewart is talking about his job. As you listen, for ques-
tions 1-5, complete the notes using a few words.

1) Harry is one of the at HKL.
2) Harry’s job is to provide for the company’s customers.
3) The thing Harry enjoys about his job is that he can have

with the customers and of customers’ problems.

4) The thing Harry doesn’t enjoy about his job is that he can’t do

5) Generally speaking, Harry likes the company because it’s a very
environment,




I1. Speaking Module

( Unit Focus:

» Welcoming a visitor
» Making introductions
» Small talk

» Job descriptions

Key Structure:

» I'd like to...
» Would you please...?

N

» A complete business conversation
» Non-verbal communication

~

1 Practical Sentences SO

In the reception

Receptionist
Good morning, may I help you?

Good afternoon, what can I do for you?

Hello, Mr. Jones, my name’s Shannon Brown.
Pleased to meet you. I'm sorry Mr.
Henderson is in a meeting. Would you mind
waiting for a moment?

Nice to meet you, Mr. Bond. Just a moment,
I will see if Mr. Robinson is in. Yes, he is
expecting you in his office. This way, please.

Ms. Roberts will be back in a few minutes.
Would you like to sit down and wait for a

Visitor

Good morning, I am Robert Bond from FBJ. I
am here to see Mr. Anderson.

Good afternoon, I'd like to see Mr. Henderson,
please.

Good afternoon, I've got an appointment with
Mr. Henry Robinson.

Yes, of course.

Thank you.

OK.




moment?

Can I get you something to drink?
Would you like some coffee or tea?
Black or white?

Making introductions

A

Id like to introduce myself. My name is Jay.

Let me introduce myself. My name is Peter.

May I introduce you to our manager, Mr. Lee?

I"d like you to meet Jane Brown, our depart-
ment/line manager.

Have you met Mrs. Lee, our Human Resources

Manager?

Greeting at first meeting

A

Nice to meet you.

Glad to know you.
Pleased to meet you.
How do you do? (formal)

Yes. Thank you.
Coffee would be nice.

Black please.

B

Nice to meet you. I'm Tom.

Pleased to meet you. My name is Jenny. v

Yes, please. Pleased to meet you, Mr. Lee.

Nice to meet you, Mr. Brown. My name is
Tom Jackson.

Yes, I was introduced to her yesterday.

B

Nice to meet you too.
It’s nice to meet you too.
Pleased to meet you too.
How do you do? (formal)

Informal ways of greeting at first meeting

Hi!
Hello!
Good afternoon!

Hi!
Hello!
Good afternoon!



Greeting between acquaintances

Hello!/Hi!

What’s up? (informal / American way)
Afternoon / Good afternoon!

How are you?

How are you doing?

How is everything?

How are things?

How is it going?

How are things with you?
Are you well?
Small Talk One (offering a drink)

Host

Would you like a coffee/drink?
What would you like to drink?
Let me get you something to drink.

Small Talk Two (travel)

Host

Did you have a good journey?

How was your trip?

How was your flight?

Hello!/Hi!

Not much. What about you?

Good afternoon!

I’'m very well. And you?

Just so so. Nothing special.

Not bad. What about you?

So far, so good.

Excellent. I'm doing that project. It’s going
very well, but it keeps me really busy. What
about you?

Very busy. I have to work ten hours a day.

I’'m very well. Thank you.

Visitor

Yes, please. Black for me.
A cup of water is fine.
Thank you. I'd like a cup of coffee.

Visitor

Not so good. The traffic was terrible.

There were no problems. Everything went
smoothly, thank you.

It was fine/easy/very smooth.

Not bad. It was a bit rough.

It wasn’t good. I missed my connection.




It was very bad. The plane was late for 4 hours.

Did you have any trouble finding us? : I was lost in the streets.
No problems at all. The map you sent to me

was excellent.
How long did it take to fly from New York to It took fifteen hours to fly from New York to
Shanghai? Shanghai. It was a bit tiring.

Small Talk Three (accommodation)

Visitor

Did you find somewhere to stay? ¥ Yes, I'm s;aying in the Lucky Hotel. Our
: company arranged it.
Not yet. Could you recommend somewhere
good?
How’s your hotel? ~ It’s very comfortable/ very conveniently situ-
ated/ well furnished/ luxurious, thank you.
The service is excellent.
Have you got a room with a view? No, there is no view at all, but it’s close to the
garden.
It has a lovely view of the city.

Small Talk Four (weather)

Host Visitor

How do you find the weather here? It’s lovely/warm/sunny.

What do you think of our weather? It’s a bit cold, and the air is dry.
How was the weather back home? It was cloudy/cold/damp/windy/stormy.

What was the weather like when you left? It was good, sunny and warm.




Small Talk Five (spare time)
Host
What do you do in the evenings/ at week-
ends?

Do you like sports?

Do you like watching films?

Small Talk Six (origins)

Host

Where do you come from?
Whereabouts do you come from in China?

Can you tell me something about your home-

town?

Small Talk Seven (jobs)

Host

What’s your occupation/job?

What line are you in?
How long have you been with them?
Is the job interesting?

Visitor

I watch TV a lot. My friends say I'm a couch
potato. What about you?

Yes, I like sports very much. Yes, I’'m crazy
about playing basketball.

I'love watching Hollywood blockbusters. Have

you watched any good ones?

Visitor

I’'m from China. Where are you from?

I live in Shanghai, an international city in the
east of China.

I come from Shanghai. It’s an international
city in the east of China. It’s famous for its
rapid economic development.

Visitor

I’'m a business management trainer. I work for
myself at the moment. What about you?

I’'m in marketing.

I’ve been working with them for 3 years.

I like the job pretty much. It’s full of chal-
lenges. How is your job?




Small Talk Eight (titles and positions)
Host Lo e Visitor

What do you do in the company? I’'m the group accountant for HBC.
At HBC, I work as an administrator for the
international business development group.
I deal with the systems administration for
HBC.
What’s your position in the company? I am one of the training officers at HBC.
[’m a credit controller. I'm responsible to the
Finance Director of HBC.
I'm the training supervisor at HBC. I report to

the Human Resources Manager.

Small Talk Nine (job responsibilities)
Host e Visitor

What exactly do you do in the company? I'm responsible for the day-to-day accounting
for the group.

My responsibilities are responding to corre-
spondence and receiving and answering
phone calls.

What are your job responsibilities? In my job, there are all kinds of responsibili-
ties, such as responding to correspondence
and receiving and answering phone calls.

It’s my duty to reply to all the correspondence,
receive and answer phone calls. What are

yours?

Small Talk Ten (advantages of one’s job)




Host ' . , Visitor

What are the advantages of your job? -~ The advantages of my job are the flextime
system and good benefits.
What do you enjoy most about your job? * The thing I enjoy most about my work is that
I feel comfortable in the workplace.
The most important thing that I enjoy is the
people that are here at HBC.
What do you like about your job? ~ Ifind the whole of finance interesting.
I like the challenges in my job.
I think the nice part of my job is the pay.

Small Talk Eleven (disadvantages of one’s job)
Host . : Visitor

What are the advantages of your job? The disadvantages of my job are that I have to
start early and finish late.
What are the things you don’t like about your = The things I don’t enjoy are the routine back-
job? ; ups of all the data.
What I don’t like about my job is that I have to
often work overtime.
I don’t like the 9 to 5 system. I hope I can work
with the flextime system. You know the
SOHO, Small Office, Home Office.

Coming to the purpose of the meeting

Host . . Visitor

Let’s get down to business. ” Yes.

Let’sss get started. Yes, we need to hurry.
Shall we get down to business? (Formal) Yes, please.

Shall we begin to discuss the proposal? (For- -~ Let’s talk about it.

mal)




Closing signals

Host

I think we have covered every point.

I think that covers everything.

We have finished discussing every point on
the agenda. Am I right?

So is there anything else we should discuss
today?

It’s been really nice talking to you.

Thanking
Host

Thanks for coming.

Thank you for your help.

I really appreciate your coming and settling
the issue.

Thank you for your cooperation.

Looking forward

Host

I'look forward to meeting/seeing you again.
- I'm looking forward to hearing from you.
Have a good weekend/journey/holiday.

See you soon.

Visitor
I think so.
Yes, I agree.
Yes, nothing else left.

No, I think that’s all.

Me, too.

Visitor

My pleasure.
I’'m glad I could help.
It’s my pleasure.

You’re welcome.

Visitor

Me, too.
Me, too.
You, too.
See you.




