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Learning Objectives
® To be able to introduce yourself effectively in a business setting
® To know your strengths and weaknesses

® To greet and make small talks in business contexts

To talk about your company

®, Lead-in)

1. Listen to the importance of selling yourself. Fill in the missing words and phrases.

If you want to be _ in life, business, or relationships, you must learn one simple
secret. That secret is that you must learn how to sell yourself. The idea of “selling yourself”
essentially means “to ”. Its usually a concept referred to when trying to get,
something—Ilike a new job or a . A lot of people have a hard time selling themselves
because they feel like it’s arrogant. People are often taught that self-promotion is vain or
bigheaded. Truth be told, it’s a necessary part of business. It’s your to make others sit

up and notice your work. You are your own biggest supporter. There is nothing wrong with

acknowledging your . In fact, it’s a very wise and necessary career move.

2. Work in pairs. Discuss how to sell yourself effectively and write them down.

Believe in Yourself

Be Real and Authentic

Eibl Listening Practice )

; English Listening
1. Questions 1-12 =i Lessnsn: i

e You will hear two conversations. : J’
e Write one or two words or a number in the numbered

spaces on the forms below.



__________ Q ﬁ%ﬁ%[!ﬁ"iiﬁ

Conversation One ( Questions 1-6)
Look at the form below.
You will hear a man being asked some questions in a job interview.

Applicant: Steven (1)

Steven is coming to have a (an) (2) as requested.

Interviewer: Anne Smith

It’s not difficult for Steven to find the company because he is (3)
this area.

Steven was (4) to this company by Mr. White.

Steven’s date of birth: (5)

Steven’s marital situation; (6)

Conversation Two ( Questions 7-12)
Look at the form below.
You will hear a man introducing himself in a job interview.

Applicant’s personality: (7)

Applicant’s strength: (8)

Applicant’s weakness: (9)

Friends’ comment on the applicant; (10)

Applicant thinks a good team player should be: (11)
Applicant’s favorite sport: (12)

2. Questions 13-17

e You will hear five short messages about how to sell yourself.
e For each message, decide what the speaker is saying.

e Write one letter A—H next to the number of the message.

e You will hear the five messages twice.

A be authentic
B be positive
C be patient
13. D believe in yourself
14. E present yourself professionally
15. F  share your experience
16. G share your knowledge
17. H be aggressive




Selling Yourself a """"""""
3. Questions 18-22

e You will hear the speaker talking about business small talk.
e For each question(18-22), mark one letter (A, B or C) for the correct answer.
18. Small talks are conversations.
a. formal b. casual c. business
19. The most obvious reason why people make small talks is to
a. get to know you b. fill time c. be polite
20. If someone is reading a book or writing a letter at the office, will you make a small talk
with him or her?
a. Yes b. No c. Not mentioned
21. “How did you start working in this company?” or “What’s the work environment here
like, from your perspective?” They can be regarded as the business conversation starters. They
are the topic of
a. using the context b. exploring the job c. exploring the organization
22. “What do you think of the speakers so far?” It can be regarded as business conversation
starter. It is the topic of

a. using the context b. exploring the job c. exploring the organization

ﬁi Situational Dialogues )

Dialogue 1 Meeting and greeting a stranger

A It’s nice to meet you. My name is Frank.

B: I'm Jianghua. It’s a pleasure to meet you.

A: What was your name again?

B: Jianghua. My family name is Jiang, and first name is Hua. Please call me Steve, my
English name. S

A: So, Steve. Are you Chinese or Japanese?

B: I'm Chinese.

A: Your English is fluent.

B: Thank you.

A: Steve. What do you do for a living?

B: I went to the University of Washington and majored in

English Literature. I went to graduate school because I really enjoyed learning.
Afterwards, I started my career at Boeing as a web content editor. I've been there for 3
years now. How about you?
A That’s great. I work at the public library. Could you tell me a little about you? Steve.
B: I'm an easy going person that works well with everyone. I enjoy being around different
types of people and I always challenge myself to improve at everything I do.

A That’s cool. It was nice meeting you.



g T . LEEg )

B. Yeah. It was a pleasure meeting you.

Dialogue 2 Making introduction in a business setting

A Hello, I don’t think we’ve met. Sam Zhang.

B. Bill Johnson. Pleased to meet you.

A: And what company are you from, Mr. Johnson?

B: Canadian-Sino Trade Association. I'm the sales representative for this region.

A: Ah, yes. I know your company. I once attended the Charity Ball your company held last

year. Your business is expanding very rapidly at the moment.

==}

: Yes, we're doing quite well in China. What about you? Who do you work for?

>

: I'm running a small software company. I work for myself. We specialize in the Virtual
Reality technology.

: It’s a growing market.

: Yes, but a very competitive one. Mr. Johnson.

. Please call me Bill.

: Ok, Bill. This is my business card.

. Thanks. And this is mine.

ém Useful Expressions for Business Greeting and Introduction )

1. Greeting a stranger

W > W > ®

a. Hi, my name is John. It’s nice to meet you.
It’s a pleasure to meet you. I'm Tom.
b. What do you do for a living?

I work at a hotel. / I work in a company. / I'm a student.

2. Greeting someone you know
a. Hi, Bob. How are you?
Not too bad.
b. Hi, John. What have you been up to?
I'm doing pretty well. How about you?
c. Nancy, it’s been a long time, how are you, ma’am?

I'm pretty busy at work these days. Fortunately, everything is great.

d. Hey, Jack. It’s good to see you. What are you doing here?

Hi, Mary. What a surprise! We haven’t seen each other for a [BL’S/‘neSS
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long time. I'm here to attend a business show. How have you

been?

3. Informal introduction
a. I'd like you to meet my co-worker, Collin Beck.

Collin, this is Susan Palmer.

Nice to meet you.




