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UNIT 1

FriennprLy CoMMUNICATIONS



Lesson ONE

Greetings and Introductions

Functions

First meeting

Everyday greetings

Greeting guests

Self-introduction

Introducing people

1. Conversations

1. At a business conference

Ms Evens

Mr Johnson

Ms Evens

Mr Johnson

Ms Evens

Good morning Mr Johnson.

Good morning Ms Evens. Here let me
take your coat.

Thanks a lot. I'm not too early I hope
No not in the least. Anyway Ms Evens
let me take you to another room to meet
the others.

OK. I'd love to. Thank you.



Mr Green comes up.

Mr Green Morning Mr Johnson. How are you to-
day

Mr Johnson Not too bad thanks. How about you

Mr Green Fine thank you.

Mr Johnson 1 don’t think you’ve met Ms Evens our
personnel manager have you

Mr Green No I don’t think I have had the pleasure.

Mr Johnson Ms Evens may I introduce Mr Green Mr
Green is our new lawyer.

Ms Evens Pleased to meet you Mr Green.

Mr Green Nice meeting you Ms Evens. I've heard a
lot about you. I'm really glad we’ve finally
met.

Ms Evens Oh so do I.

A newspaperman Mr Bell comes up.

Mr Bell Good morning Mr Johnson. Allow me to
introduce myself. My name is Dave Bell.
I'm with the local newspaper.

Mr Johnson Glad to meet you Mr Bell.

Mr Bell Mr Johnson do you mind if I ask you one
or two questions

Mr Johnson Go ahead.

Miss Wang meets Mr Smith at the airport. She intro-
duces herself and a leader.

Miss Wang Excuse me but aren’t you Mr Smith

Mr Smith Yes I’'m George Smith.

Miss Wang My name is Wang Lu. I'm an interpreter
from the China Council for the Promotion

of International Trade.



Mr Smith

How do you do Miss Wang

Miss Wang How do youdo Mr Smith Here thisis Mr
Li deputy director of our Council. He has
come to meet you. to Li This is Mr Smith.

to Smith This is Mr Li.

Mr Smith How do you do

Mr Li shaking hands How do you do On behalf of
the China Council for the Promotion of Inter-
national Trade [ welcome you to Beijing.
We’ve been looking forward to your visit.

Mr Smith And it’s an honor for me to come to Bei-
jing. I'm wondering who made the arrange-
ments of the conference.

Vocabulary

greeting ‘gritin n.
introduction intra'dakfen n.
conference ‘konforons n.
business 'biznis n.
anyway ‘eniwei ad .
personnel peshel n.
manager ‘maenadzo n.
pleasure ‘plezo n.
introduce introdju:s V.
lawyer lozjo n.
finally ‘fainoli ad .
newspaperman njuispeipomon n.
allow olau n.
airport ‘soport n.
interpreter intorprito n.



council 'kaunsl
promotion promoujfon
international intonasfonl
deputy ‘depjuti

director direkto

behalf biha:f

forward ‘forwod

honor ‘ono

wonder ‘'wando

arrangement oreindzmont

[I. Useful expressions

1. First meeting

1 How do you do

Hi. very informal

2. Everyday greetings

1 Good morning afternoon evening

are you formal
2 Morning Sue.
How are things

How about you

3 Hi. How are you doing
How is anything going

3. Greeting guests
How are things at home

How do you feel these days

How nice to see you

How come you look so tired

6 -

formal
2 Hello Mr Wang. informal

informal
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slightly informal

Mr Black.

How



Why are you in such a good mood
I'm glad to see you again  formal
4. Introducing oneself
1 Allow me to introduce myself. I'm John Green. direct
2 May I introduce myself formal
3 Hi. 'm Nancy. I'm a newcomer. informal
5. Introducing people
1 May I introduce you to Ms Brown manager of our
company
I’d like to introduce Mr Zhou. Mr Zhou is our person-
nel manager.
I’d like you to meet Ann my secretary.
Allow me to introduce Mrs Larry to you. formal
2 This is my brother Jack.

Shelly Brian. informal

Situational practice

1. At an evening party the boss introduced several new em-
ployees Scott Johnson Mary Lee Tony Brown to all.
And the new comers greeted the others.

2. Mr White and Dr William encountered at a conference.
They hadn’t seen each other for a long time. They greet-
ed each other.

3. Make an introduction between a foreign visitor by the
name of Tom Hill and the representative of your organi-
zation who has come to meet the former.

Il . Cross-cultural communication

1.



4. How do you do

IV.. Conversational strategies — Initiating a con-
versation

Attracting attention
1. Oh
Er
Yes
[ say ... Here ...
2. Excuse me

Drills
Complete the following dialogues with suitable conversation-
al strategies.
1. A Er Miss Kent ....

B

A Will you please type this letter out

B Certainly.

8 .



is this seat taken
No I don’t think so.
But can I sit here
Yes of course.
haven’t we met somewhere before
Ah I'm not sure. But ....
Did you go to Milan last summer
Why yes.
I think I saw you in the plane.

w
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V. Additional exercises

1. Test on functions

1 How do you greet your colleagues every day
How do you introduce yourself to your colleagues
How do you introduce yourself to your boss

How do you greet a very serious man

[S2 B GO )

What do you say when you come across a friend not
seen for years
2. Short speeches
1 Self-introduction
name age country of origin place of residence ad-
dress job degree members of the family etc.
2 Introducing one of your friends
name age job characteristics habits hobbies

personality relationship with you etc.



