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Unit 1 Business Reception

© Aims

In this part you will learn how to: EXRETHREF 2.

1. receive visitors politely and friendly; 1. #EAXHF . HAAAZHEEE A;
2. introduce your company to visitors; 2. H ZANE & T A 7 BRI

3. entertain visitors at business dinner; 3. EH & EZ#E TV EEA;

4. see visitors off friendly. 4, REFHZEFE A,

Section One Receiving Visitors

At the airport 17 #E#F

Task

You are a secretary to the General Manager

of ABC company. and supposed to meet an
important client at the airport. Work in pairs

and try to make a dialogue with the help of the

following Useful Expressions.

Useful Expressions

L#IAEA
Excuse me, but are you Mr. Smith from Britain? Yes, I am.
Xt AN, SRR A SR [ R #5028 i S AR G 7 R, RHE.

Excuse me, but would you perhaps be Mr. Smith

from Britain? No, I'm afraid I am not.

T A, B R AT [ R Y s T e A 7 A HAR.



wHEE

Oh, I'm sorry, I mistook you for someone else.

M, XA, RIANRTAT .

2. HERE . NA

I'm glad/pleased to meet you.
BN AR

How do you do?

2y 3!

How are you (doing)?
BHFge

My name is... I'm here to meet you.

/T’'m here to pick you up.

o AKX LR,

Mr. Wang wanted to meet you personally,
but he has an important meeting.
ERABEARES BMAEIEENS
Let me introduce. This is...
KN H—T X2
It’s a great pleasure to meet you. Welcome
to China.

W AR H SR,
3. XU HE

Did you have a good trip? /Did you enjoy

......

W H ],

your trip? /How was your flight?
it 3% e PR 2

I hope you've had an enjoyable trip.

I'm sorry/glad to hear that.

W 25 A~ FRAR HURK /5 % .

I think you must be very tired/exhausted now.
HKEE—ERRET.

4. XTF

Do you have all your luggage here?
EHAT AR X G ?

May 1 help you with one of your bags?
KB EENT L2

B,

I'm glad/pleased to meet you, too.
DB PR3 AL AR 55 2%

How do you do?

R4 !

Fine. /Not bad. /Very well.

REF. /EAREE. /EFE,

Thanks for meeting me/picking me
up at the airport!

R BB ok 3K

That's all right. /It’s OK.
B’RR.

Yeah, I've been looking forward

to meeting you, too.

ot — EH M E LR,

Yes, 1 did. /On the whole, it's not
too bad.

B, /BRI EARE.

No trouble at all.

— s [ EE A .
Not very good. I got a little airsick.

ARG KA S EL.
I got a little jet lag.

A =LA KIE N 2 .

Yeah, that’s everything.

R, BlixX 2

That’s very kind of you. Thanks a lot.
WERKET. 2.



Do you need a hand with your baggage?

ity B AR AT G

5. B85

You must be tired after such a long flight.

Shall 1 take you straight to the hotel now?

K IT—2RE T . REEFEEHEEL

7

There's a company van waiting for us,so

please come this way.

oy E AL AR SN S X E

My car is just outside, please wait a moment.

) R AE S L IERE

Substitution Practice

Unit 1 Business Reception

It’s not heavy at all. I can manage it
myself.

1ZE—Rm#AE, R E C BT,

No, thanks. I'm fine. Thank you anyway.
AT A BB . R

Yes,
great.

ML . /R RIRYE

please. /Yes, that would be

Yes, I think that would be best.
i, X HERLT .

Sure.

#F.

1. Excuse me, but are you Mr. Smith from Britain?

XA 5 97 ) 48 DA S [ O A0 St O A S A T 7

2. Let me introduce. This is...

M SE B SR B Se &+
ABC 2~ Rl B9 L 8 37 e 4
HR & K2 1Y s B T 42

ii?tﬂéﬁg-—‘[?,jg&% ......

3. I've been looking forward to meeting you.

4. T hope you've had an enjoyable trip.

A2 7 9 2 T 47 e
FA12 7B A VR AR AR /ME
i BN T
R—EHIHE LA,
S
SRARATT2 7
A4 1
RAEBEHERR,
e 2 LR
ETRC S
theme

3



BB REE

5. May I help you with one of your bags? REEENS LI
EAAFHRAE
=17
HEATZE%E

Sample Dialogues

Scene: Liu Ping is the secretary of Hangzhou Textile Import and Export
Corporation. Her boss, Mr. Wang, asks her to meet Mr. Paul Smith, a client

from Britain, at the airport.

Fill in the blanks in the dialogues below based on the context. Then listen
to the recording and check your answers.
1.1 ¥XRAE

Liu Ping ﬁ Paul Smith

» but would you perhaps be Mr. ™

m Yes, I am.

Paul Smith from Britain?

I'm pleased to meet you,

¥ & Thank you, Miss Liu.
name is Liu ping, I am from Hangzhou Textile

' How do you do?
Import and Export Corporation. Our manager,

Mr. Wang has asked me to come to meet you.

4 How do you do?

» Mr. Smith?

Yes, I did, but I think I

8 Yeah, you must be. It’s a long trip after all. am a little tired.

one of your bags? % Oh, that’s very kind of

Shall we go now? The company’car is you. Thanks.

waiting outside.

) %ﬁ Sure.
This way, please.




Unit 1 .Business Reception

E Now cover the dialogue above, and role-play it with a partner with the

help of the following Chinese version only.
Lom ermepnmenenymen (e,

g?ﬁ%‘%‘é S, bR A . T RN G S &iﬁﬁﬁa‘,wm Uit
A RN, RITEEE A i RAR .
AL R PRI , s S

(e |

R HERERAHET .

B%um, L wET. EERSKERT. BR
IXHEBEE, BRELCENLIE?
ST LU T /A R 6 %7 A S Rl

@% A
&%ﬁﬁlio

1.2 ®&AA

E Liu Pin
B Hello Paul! .

& Not too bad, thanks.

&ﬁiﬁ,{niﬁﬂT B

2 Song Bo

, % Good to see you, too.

i How are things?

What about you?

g Paul,

% Fine, fine.

Song Bo.
a Nice to meet you, Mr.
Smith. Welcome 6 ﬁ Nice to meet you too,

Hangzhou. Mr. Song. Thank you for

5



a OK, if you are sure.

8 Now, there’s a company van waiting for

us. Shall we go now?

SUTTN 2 TR

ko 8, 57

s sxwnnrnmnmeseni.
CRREN B N K

oMk

axzﬁu e e A7
&?ﬁ%%‘é'ﬁ?ﬂﬁ’:ﬂz%o o8 4 B A
BT EERE TG
%%ﬂﬂ,ﬁﬁuﬁiﬁﬁ%%iﬁo
&%,z\ﬂ%ﬁﬂiﬁ%?ﬁﬂ]n 177 1
£ T

Practice

& Well, it's not bad. The air

service was satisfactory.

& Oh, it’s not heavy at all. I can

manage it myself. ©

{ﬁ OK, let’s go.

G ARSI — 1T

&ﬂﬁ%ﬂﬁf

&%ﬁzmm;‘mﬂﬂa%%i.w
SR T
&NEKT% Bl R 5 1R

%ﬁﬁ—ﬁﬁ%i-?ﬁ [ a e,

5!

&ﬁ%t‘!‘]éﬁﬁ]iﬁﬂﬂo

1. Complete the following dialogue, then practice it with a partner.

A: Excuse me,

CHas R 5 [ ok W 115 R

e G) 7
B: Yes, I am.



>

B
A
B
A

s

based on the situation given below.

Company. Your boss, Mr. Ding, has asked you to
meet an important client, Mr. John Nelson, at the
airport. Now make up a dialogue and make sure

the following aspects are involved in the dialogue:

Unit 1 Business Reception

: Good morning, Mr. Peterson. (FR AR VT

OB R1E). I'm here to meet you. Welcome to Shanghai.

: Thank you, Mr. Xu. It’s great to see you.

R, 3Rt — B E W2 20,

: Well, I'm sorry I'm so late. There was fog in LLos Angles and the flight was

delayed. I hope you haven’t been waiting too long.

: No, it's OK. CHBR TR 3 08 L) 5 ) 2
: Yes, I did. (—E A A). However, after twelve

hours in an airplane seat, it feels great to be on the ground again.

: Yeah, long flights can be very tiring. Well, I think the best thing now is to

go to your hotel.

: Sounds perfect.

GEIEF R ETFL).

. That's OK. (G A HefT. BT,
. OK. GEEXH . BN EAESNE.

Work in pairs, and role-play the conversation

You work as a secretary in ABC Trading

* Identifying yourself

¢ Greeting

» Explaining why your boss is not coming
* Asking about the journey

» QOffering to help him with the luggage

Vocabulary

personally ['paisenali] adv. 2F A Hb baggage ['baegid3] n. 1725

airsick ['easik] adj. EHLH

van [ven] n. MA%E,HERE

exhausted [igzostid] adj. 3% &), # textile ['tekstail] n. 5415 adj. 25 2L
% hRW satisfactory [ sactis'fektari| adj. 4 A
luggage ['lagid3] n. 172 R

7



A REIE

In the office 714\ E %

Task

A visitor comes to your company to meet
your boss, who happens to be unavailable at
the moment. You receive the visitor and offer
some help. Perform the reception with a
partner by using the Useful Expressions. You

may use the following table to keep a record of

the important information.

Sunshine Co.

Office Visitor Records #

Date: Arrival Time:.

Visitor’s Name: Mr D Mrs D Miss D Ms D

Company/QOrganization:

Job Title: Contact number:

Person(s) to see: Department .

Purpose of visit:

X X X K X X X K K K K K X X X X X X X X X ¥ ¥

Type of visitor; stranger D regular visitor D VIP D

Type of visit: with an appointment D
without an appointment D
Way of reception:
¢ received by (signature)
e appointment rearranged to (time)

* message left;

Useful Expressions

1. BIAKA /KR

What can I do for you? / Can I help you? I have an appointment with. ..

A A 24 BB b BB 5T g 2 £ | KLY < R 41 28
Do you have an appointment with. .. ? I've arranged to see. ..
e F LG 7 KA T R,

May | have your name? I'd like/I am here to sece. ..



