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Unit One
Greetings and introductions

¢
& Learning Objectives

In this unit, you will be able to learn greetings and introductions. Under these
terminal learning objectives, you will learn the following tasks. At the end of this unit,
you will be able to know:

1. basic greetings in English;

2. greetings before a conversation;

3. greetings in the classroom;

4. greetings in business;

5. greetings at a party or social event;

6. how to address people in English.

@

@ Background Knowledge

1. Basic Greetings in English

greeting (noun): saying hello; a polite word of welcome.

greet (verb): to say hello; to welcome somebody.

(The opposite of greeting is farewell—saying goodbye.)

There are many ways to say “hello” in English. Sometimes you say a quick “hello” as you
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are passing somebody. At other times a greeting leads to a conversation. Friends and
family members greet each other in a casual way. Business greetings are more formal.
On the following pages you can practice greeting people in a variety of situations.

In this unit you will find:

Tips: language and gestures that native speakers use.

Useful phrases: words and expressions that native speakers use.

2. Greetings Before a Conversation

Sometimes you stop and talk for a minute as you say hello. This type of greeting is
followed by a conversation. Close friends often hug when they greet each other, espe-
cially after a long time without seeing one another. Men sometimes give each other a
handshake or a high-five (touch palms above the head).

Tips:

e Stand near a person and say hello.
* Express happiness to see a person.

e Ask a question or begin a conversation.
Useful Phrases:

¢ Nice to see you.

¢ Long time no see. (I haven’t seen you for a while.)
e What have you been up to?

e How are things?

It’s been a while. (It’s been a while since I saw you last time.)
e What’s new?

Not much. (Answer to What’s new?)

3. Greetings in the Classroom

It is polite to greet a new student that joins your class. Introductions immediately
follow this type of greeting.

Tips:

¢ Say hello and exchange names.
e Exchange nationalities.

* Engage in one line of small talk (weather, surroundings, news).
Useful Phrases:

* I'm from...(city or country)*

e I hear it’s beautiful/hot/expensive there.
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e How do you like it here?

¢ How long have you been here?
*Learners often say “I come from...” instead of “I'm from...” Native speakers use “come
from” for things or animals, not people: The toys come from China. Milk comes from

cows.

4. Greetings in Business

Proper etiquette is important in business greetings. Make sure that you use polite
language such as “please” and “thank you”. Appropriate titles and gestures should also
be used. Shaking hands is common in most English speaking countries. It is also impor-
tant to smile.

Tips:

¢ Introduce yourself with name and title.
Shake hands.
* Express happiness to meet the other person.

® Give or accept directions.
Useful Phrases:

e Please have a seat.

Thanks for agreeing to meet with me.
He’ll be right with you.
Can I offer you something to drink?

My pleasure.

5. Greetings at a Party or Social Event

It is polite to greet many people at a social event. This is called “mingling”. After
you greet people you know, look for people you haven’t met before. Introduce yourself
and start a conversation.

Tips:

e Say hello and introduce yourself to a person who is not in a conversation.
* Talk about your relationship to the host.
¢ Discuss one party-related item (food, theme, length of stay).

Useful Phrases:
® Who are you here with?

* How do you know jane? (party hostess)
¢ I don’t think we’ve met before.
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Have you been here long?
e Have you tried the cheese dip/dessert/punch?

Where did you get your costume?

The food looks great. I can’t wait to try the dip.

I love your dress/shirt/hat. It really suits you/looks good on you.

These decorations are wonderful. I love the table cloth/balloons/flowers.

6. How to Address People in English

English learners often feel confused about how to address people properly. Many
feel uncomfortable to ask the question, “What should I call you?” Even native English
speakers find this question awkward. For example, many women don’t know how to
address their boyfriends’ mothers. Also, some parents don’t know what to call their
children’s teachers.

Why is “What should I call you?” such a difficult question to ask? Perhaps it’s
because you are asking the other person to provide their status or position in the world
in relation to yours. This position may involve age, job, education, religion and even
marital status.

Since English is a language, rather than a culture, it is difficult to teach English
learners exactly how to address people. There will always be some people and some
professions that require more formalities than others. Addressing people in writing has

different rules and formalities than in speaking.
Asking Questions

If you are unsure of what to call someone, it’s best to use a formal address or sim-
ply ask one of these questions:

e What should I call you?

¢ What should I call your mum / the teacher / the manager?

e Can I call you [first name]?

e Is it okay if I call you [the nickname you’ve heard others use]?

e What’s your name? (used in a casual situation like at a party or in the classroom
where first names are used)

Answering Questions

You might not be the only person wondering about titles. Students, colleagues or
acquaintances may not know what to call you. If they seem unsure about how to pro-
nounce your name, or you want them to call you something more casual, help them
out:

e Please, call me [your first name].

® You can call me [your nickname or short form].
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Formal Titles in English

In business situations, use formal titles unless the people you meet tell you other-
wise. To get someone’s attention you can say: “Excuse me, Sir.” or “Pardon me, Madam/
Ma’am.” To greet someone you can say: “Hello, Sir.” or “Good morning, Madam/Ma’am.”

The phrase “Yes, Sir!” (or “Yes, Madam/Ma’am!”) is sometimes used by native
speakers in a sarcastic way. For example, when a young child tells his father to “close his
newspaper”, the parent might say, “Yes, Sir!” and laugh. You might also hear a mother
saying, “No, Madam/Ma’am.” to her daughter’s request for something unreasonable.

When you are writing to someone for the first time, use a formal address: Mr. or
Ms. + the person’s last name if you know it. If you can’t find the last name, use a generic
title such as Sir or Madam. The respondent may address you by your first name and sign
off with his/her first name. In today’s business world, the following correspondence is
usually more casual. If you write back a second time you can use the respondent’s letter
as a guideline. If he/she addresses you by your first name and sign off with his/her first
name, you can do the same. (More on salutations and closings in letters.)

Occasionally you may have a close relationship with someone who typically gets
called Sir, Madam, Mr. or Mrs. + last name (for example, a business executive, a celeb-
rity, a professor or a person older than you). At some point this person may give you
permission to use his or her first name. In English we use the phrase “on a first name
basis” or “on first name terms” to describe a relationship that is not as formal as it seems
it should be. To describe this you would say, for example: “Pete’s mom and I are on a

first name basis” or “My teacher and I are on first name terms.”
Informal Titles in English

Casual or very close relationships require an informal form of address:

e First name (friends, students, children).

e Miss/Mr. +first name (sometimes used by dance or music teachers or childcare
workers).

Titles of Affection

When addressing a child, a romantic partner, or a close friend or family member
(usually younger than you), people often use these terms of endearment, also known as
“pet names”:

¢ Honey (a child, a romantic partner, or a younger person).

e Dear.

e Sweetie.

e Love.

Darling.

Babe or Baby (a romantic partner).
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o Pal (father or grandfather calls male child).
¢ Buddy or Bud (very informal between friends or adult-to-child; can be seen as

negative).

English Checker

acquaintance (7.): someone you know casually (eg: a friend of a friend)

address (2.): to name someone in a specific way (when speaking or writing)

awkward (adj.): feeling uncomfortable

colleague (7.): people you work with

customer service: help for shoppers, buyers or members

divorced (adj.): not married anymore

executive (1.): manager or high level employee in a company or business

first name terms (BrE)/first name basis: having a close enough relationship to
disregard formalities such as age or status

formal (adj.): showing respect for rules, forms and traditions

formality (».): something that has no real purpose other than being a tradition

generic (adj.): describing many; not specific

maiden name (7.): a married woman’s surname at birth

nickname (72.): a short or cute name used by friends or relatives

pet name (72.): a name used by close friends and family members to show their love

respondent (7.): the person who writes back or responds

sarcastic (adj.): ironic; typically having an opposite meaning, often to show contempt
or to prove a point

term of endearment: word or name that shows feelings of care for someone

tricky (adj.): difficult to understand or do

@

Ewi Warm-up Exercises

1. Basic Greetings in English

Pair practice: practice with a learning partner according to the sample conversations in

the background knowledge.

2. Greetings Before a Conversation

Pair Practice (casual greetings between friends or coworkers)

A: Hi, Corey.
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B: Hey, Jennifer. Good to see you. (hug)

A: You too. How’ve you been?

B: Busy, you?

A: Pretty good. How’s your new job?

B: It’s okay. There’s a lot to learn. What’s new with you?
A: Not much. The kids are back at school.

Further Practice for Pairs

e Add a third speaker and create your own lines.

e Add an unexpected interruption (bus arriving, friend coming out of a store, child
fussing).

e Write the next four lines between the two speakers.

e Write an inappropriate line and explain why it should not be part of the greeting.

e Create a new dialogue that takes place between people who start up a

[
<®! Tasks

Task 1 Greetings in the Classroom

Pair Practice

conversation.

: Hello. I'm Sasha.

: Hi, Sasha. I'm Brent. (bolding out band to shake)

: Nice to meet you, Brent. Where are you from?

: Chicago, Illinois. And you?

: I'm from Australia. I live in a small town near Sydney.

: Australia. Wow. I've always wanted to go there. How long have you been in Canada?

: I just arrived this week. It’s my first day of school.

ool S e A - - A

: Really? I think you’ll love Vancouver. It’s not too hot and not too cold.
Further Practice for Pairs

e Add a third speaker and create your own lines.

Add an unexpected interruption (attendance being called, lesson starting).

Write the next four lines between the two speakers.
e Write an inappropriate line and explain why it should not be part of the greeting.

¢ Create a new dialogue that takes place between people in a classroom setting.
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Task 2 - Greetings in Business

Pair Practice

A:
B:

> W

Hello. I'm Mia Conners.
Hi, Mia. I'm David Sinclair, and this is my partner Gina Evans. (holding out hand to
shake)

: Nice to meet you, Mr. Sinclair and Ms. Evans. Thank you for taking the time to meet

with me today.

: It’s our pleasure. And please call us David and Gina. Can I take your coat?
: Thank you.

: No problem. Please take a seat and we’ll be right with you. I just have to make a quick

phone call.

Further Practice for Pairs

e Add a third speaker and create your own lines.

Add an unexpected interruption (phone call, fax coming in, secretary).

Write the next four lines between the two speakers.
e Write an inappropriate line and explain why it should not be part of the greeting.

e Create a new dialogue that takes place between people in a business situation.

Task 3 Greetings at a Party or Social Event

Pair Practice

WP P

: I don’t think we’ve met. I'm Stacey. (holding out hand to shake)
: Hi, Stacey. I'm Carl.

: Hi, Carl. So, how do you know Jane?

: Oh, Jane and I used to work together at a coffee shop.

: Oh, you mean when you were working in Japan?

: That’s right. And how do you know her?

: Actually, Jane is my cousin. Our moms are sisters.

: No way! You two don’t look anything alike.

Further Practice for Pairs

e Add a third speaker and create your own lines.

Add an unexpected interruption (phone ringing, new friend arriving, host
needing help).

Write the next four lines between the two speakers.
e Write an inappropriate line and explain why it should not be part of the greeting.
e Create a new dialogue that takes place between people in a social setting.



Unit Two
Telephone Calls

@

&Learning Objectives

When you have completed this unit, you will be able to:

1. Make a telephone call (including leaving and taking messages) and take a phone
message.

2. Apply the future indefinite for immediate decisions.

e

& Background Knowledge

Here are some of the words and terms that we use to talk about telephoning.

answer to say “hello” into the phone when it rings

. something that you can record a message on if the person you are calling isn’t
answering machine

available
a beeping sound that tells the caller that the other person is already on the
busy signal
phone with someone else
call a telephone conversation; to telephone
caller the person who telephones
call back/phone back to call someone who called you first
call display a screen that shows you who is calling

cellular phone/cell phone | a telephone that you can take with you away from your house; mobile phone




