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Module

Introduction and Greetings

Learning Objectives

e Learn how to introduce and greet your business partners
e L earn how to chat with your business partners
e Learn how to meet and see off your business partners at the airport
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Module 1.1 Introducing & Greeting

% Warming up

Pair work A

Here are some principles you can follow when introducing and greeting people. Talk with your

partner about which principle is more important and why.

e Speak slower and clearer.

e Be a good listener and if you don’t catch what some one says, use “Pardon me?”
e Never use slang or say “I don’t know.”

e Use formal words.

e Use eye contact whenever talking to each other.

e Use sign or body language.

e Respect girls and ladies.

e Abide by each other’s traditions and customs.

Pair work B

Work in pairs. Ask your partner how to meet, greet and introduce each other properly.

%‘ [Reading in

A. Relevant sentences at first meeting.

Welcome to our company, Dick.
Excuse me, are you Mr. John Smith from ABC Company?
You must be Professor Huang from Harvard University.
Excuse me, are you perhaps Mrs. Hansen?
Excuse me, I am looking for David.
I am sorry. You have got the wrong person.
B. Sentences for meeting again.
Hi, long time no see, Dick. Do you remember me?
So glad/ pleased to see you again. How are you?
How is your project going?

Hello, Jack. Haven’t seen you for ages. How’s everything going?
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What brings you here?
How are things going in your company?
How is your family?

If only I could have met you earlier!

. Sentences for self-introduction and introduction.

Before we start (First of all), let me introduce myself.

Mr. Bellman, allow me to introduce myself. My name is Lee Chen, manager of the
International Trade Department. '

Hello, may I introduce myself?

I’d like to introduce myself first.

Could you please introduce me to your manager?

This is Miss Huang. She is in charge of reception and secretarial work of the company.

Let me introduce Kate from Australia, our new client.

% S peaking out

Situation 1 Read the model dialogue. Pay attention to the highlighted sentences and

then role-play the dialogue with your partner.

Lee Chen and Jenny are meeting for the first time. They are greeting each other.

Lee Chen=L; Jenny=J

(5

Hi, my name’s Lee Chen.

J: Hi, Lee. Nice to meet you. My name is Juanita, but everyone calls me Jenny.

=

= - B Gl I

: Nice to meet you, Jenny. So, where are you from?

Well, I was born in Thailand, but we moved to Australia when I was about six years old.

How about you, Lee?

: [ was born in China, and lived there until I started college in Australia.

Wow. It seems a perfect experience for you in Australia. So, what do you do now?

: I started my own business in my hometown, Wenzhou, Zhejiang Province. What about you?

I’m an international student at Zhejiang University.

: Oh, really? What are you studying?

[’'m majoring in Chinese. I will have an important appointment in ten minutes. I have to run.

Nice talking to you.

: Me too. See you.

Task 1 Short conversation

Complete the short conversation according to the Chinese given in the brackets. Then practice

3
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the conversation with your partner.

A: Hello, everybody. Let me have your attention, please. Today we have a new colleague.

B

(1) (&, RAEERRIME—TERNMAE?)
: Certainly. (2) CKFKUF, REPREYR1T.) My name is Jane.  am a

newcomer in our company. I must say I am so honored to work with you. I hope we can be
friends in the near future.

: Certainly we can. (3) (8], XL, RATWMHFEE.D
: It is very nice to meet you, Jane.
1 (4) (BRI WAR B %, #i4E.) You are doing a great job. The

division’s finance is in top shape.

:(5) (XL RAERLAE. MEEESHHH.) Mr. Brain, let me
introduce Jane.

: How do you do!

: It’s a pleasure to meet you, Mr. Brain. I have long heard that you are diligent and talented in

work. And now I can verify this with my own eyes.
: Mr. Brain, what is your idea if I ask Jane to be your assistant?

: All right. I just need a person like her to help me.

: Thank you. I will do my best.

Task 2 Presentation

Your clients from Australia will pay the first visit to your company. Work in groups and discuss how

to meet them, greet them and introduce each other. Give a presentation in front of the class.

Situation 2 Read the model dialogue. Pay attention to the highlighted sentences and

then role-play the dialogue with your partner.

Lee Chen is now receiving his client Carol in his company.
Lee=L; Carol=C; Susan=S

P
C:
L:

»

Good afternoon, are you Carol?
Yes, [ am. "
It’s great to see you. I am Lee Chen, manager of the International Trade Department. Did

you have a good trip?

: Yes, it was a good flight. I was a little tired yesterday, but I'm fine now.

: Great. Welcome to our corporation. This is Susan, and she is in charge of the export

business in European countries.

: I’'m glad to meet you, Susan.

I’'m glad to meet you too, Carol. I heard that you are interested in being an agent of our product.

: Yes, this is why I come here.

4
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L: I'm sorry I have to go to Shanghai for an appointment. Susan will exchange views with you
and give you all the help she can.

C: That’s fine. I’'m sorry we won’t be able to talk a while. I’ talk with Susan first.

L: OK. I'll be back tomorrow evening. I’ll be at the dinner party in your honor then. I look
forward to talking with you, OK?

C: I’'m looking forward to seeing you then.

Task 3 Interpretation

Interpret the following sentences to your partner.

1. 1 ) Rk B L E B 5 kA8 ? (Mr. Louise)

2. EAWRNMA—T . RMELE, EhEAMmBEE 0 AT T WERZIRE . (introduce,
work, meet)

3. REF . SRARATAERSEARE—TF, BIRE EE5RITM S LE L0 . (take a rest, general
manager )

4. INBRB @, MEH. RE—FKHMARKHESLHE. /RIE? (asales manager)

5. E B REREMZZE/REED? (but, from)

Task4 Role play

Student A: You are Lee Chen, manager of the International Trade Department. Now you are
meeting, greeting and introducing your company’s guest, Mrs. Hansen from
America, who pays the first formal visit to your company.

Student B: You are Mrs. Hansen, a senior manageress, who is going to be met by Lee Chen.

% [Practical training

1. Put the following sentences into correct order of a dialogue and act out with your

partner.
Receptionist: Liu Dali, a graduate from Northeast University of Finance and Economics
( )a. Yes. I am Liu Dali. Please call me Xiao Liu. I am a graduate from Northeast
University of Finance and Economics.
() b. How many pieces of baggage do you have?
( )c. May I help you with your suitcase? It seems very heavy. I guess you are quite
tired after such a long trip.
() d. Excuse me, are you Professor Johnson from New York?

( )e. We have reserved a room in Holiday Inn for you. Let’s go now; the car is outside.
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2.

() f. Welcome to Dalian, Professor Johnson. How is your trip? Has everything been
OK?

Guest: Professor Johnson from New York

) g. Yes, I am. Are you Mr. Liu?

) h. Fine, thank you very much.

) i. Oh, it’s very kind of you to do so. Which hotel shall we go to?

)j. Five inall.

) k. Yes, it’s fine. I have had a pleasant flight.

A~ A~ A~~~

) I. Hello, Xiao Liu. Thank you for coming to meet me.

Play your role according to the clues given in the brackets.

Lin Lingling=A; John Green=B; Mr. Huang Weixing=C

A:

> o > "

w O w O woh » "

(1) O AR, i A 2R B B MR 2E g ?)

: Yes, I am John Green from London.

1(2) GERFR B H— T FREME Tk dh 2 & KA.

: How do you do? Miss Lin.

: How do you do? Please call me Xiao Lin. May I introduce our manager who has come to
meet you?

: Yes, please.

: Mr. Green, this is Mr. Huang. Huang, this is Mr. Green.

:(3) CUGRERBRM, AR EA . WRER . Tt ?)

: Oh, quite a nice one. The weather was nice throughout the flight.

: Glad to hear that. Is this your first visit to Wenzhou?

: Yes, it’s my first time here and I’ve been looking forward to it.

: I hope you will have a pleasant stay here.

: Thank you. I am sure I will enjoy it. Mr. Huang, I am a total stranger here, and 1 know
nothing of your customs and do not speak the language, so I hope you’ll give me some
suggestions.

L (4) ” (At a R BInL, Bk, MR —TIHE%.)

And in the intervals between our business talks, Xiao Lin will also be your guide and we
will arrange some sightseeing for you, if you care for it, say the Nanxi River and the

Yandang Mountain, which are famous Class 4A scenic spots.

: Great. I must say nothing would please me more.

:(5) RS, REBERAET, BARTHEERL. HEEN
HWRWEETE, HFCEERREE.D

: Thank you very much.

6
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3. Acting out

(1) Role play

You are one of the businessmen of Ningbo Jiulong Logistic Company. You have just
arrived at Shanghai Pudong International Airport to meet your client from America, Mrs.
Hansen, who is the sales representative of Asia. Greet her, introduce each other and tell her
some arrangements for business talks.

(2) Story telling: An unforgettable experience

Work in groups of six or more. Recall one of the exciting or disappointing-experiences of
meeting, greeting and introducing someone. Share your unforgettable experience with the

members in your group.

Q“'%\ (Culture Tips

How to Address Chinese People?

In China, family names come first followed by given names. In business/formal settings, people
normally address each other by their family name or title, such as “Mr. Chen”, or “Director Huang”.

Linking names with business positions shows respect for the person, whom you are calling.
And don’t call someone by just their first name unless specifically asked to do so or if you are
long-time friends. Terms of kinship are often used for close non-relatives.

In a word, in China it is rude to call someone by their first name unless you’ve known
them since childhood. In work-related situation, people address each other by their title; in
social situations, “Mr.” “Miss” “Mrs.” are used; at home, people often refer to each other by

nicknames or terms of kinship. Remember, in China, the family name is first.

Module 1.2 Chatting

Warming up

Pair work A

Here are some principles you must follow when chatting with clients or colleagues. Which four
principles below do you think are most important? Why?

e [mpress the person at the start of chatting.

e Take notes of some important details and confirm the information by repeating key

words, such as words indicating time, place and the number of people.




