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Introduction

.....................................................................................................................................................................

Introduction to the course

Learners of Business English often feel their languape and skills are most
exposed in social situations. Whether they are hosts, guests or just
colleagzues meeting afier work, they will be able 1o communicale mere
effectively if they feel at ease, They need to be able W rvelas when using
English, and to acquire the necessary language and communicalion skills
to express their thoughts and feclings appropriately.

Effective Sacializingis a practical and accessible conrse specifically designed
Loy equuipy learners with these essential skills, Bt is divided into eight units
which deal progressively wilhy key aspects of socializing from first
introcductions and conversation-building, through to developing contacts
and farewells. The course aims Lo build competence ina variety of
contexls, sa that by the end of their period of study [earners will have
confidence in Lheir abilivy Lo handle most social situations.

Course components

The course consisls of four components: a VCD, a Student’s Bock, an
audio casselly and a Teacher’s Book,

The ¥ CD The ¥iZIJ is the central component of the course. T conlains
approximately 25 minutes of sample social situations. Based around the
story of two foreign visitors to Britain, it illustrates the key social situations
they encaunter: first contacts, getting to know each other, making
arrangements, dining out, after work drinks and final farewells, The W CI?
acts as a focus for all the acrivitics contained in the Student’s Book.

The Student’s Book The ook consists of cight units which correspond to those in the VCD.
Each unit is divided into three sections: Comsunication skifls, Lamyguage
kiiowfedpe and Socializing practice.

The Commugicarion skills seotion idetifies and praclises key socializing
skills which are illustratled on the YOI, and aims W invoelve the bearner in a
process of feedback, evaluation and development. The Language
krowledee section, supported by Lthe audio cassetle, focuses on and
expands the learner’s knewledge in key funclional and lexdcal arcas, Tealso
deals with the impact of culture on social interaclion by locking al areas
such a5 physical contac), ways ol addressing people and Lime.

2 INTRODUCTION



The Audio Cassette

The Teacher’s Baok

Communication skills

Language knowledge

The Socializing practice section gives the learner the opportunity to put
lreth communication skills and language knowledge into practice using a
varicly ol role-plays and simulaticns.

This consists of extracts Mrom add itiomal social situations and (orms the
basis of listening activities in the Langnage knowdedge section of the
Student’s Book.

This book provides an inlraduction Lo the course from Uhe leacher’s painl
of view, It is intended as a guide to help the leacher W handle the dillerent
components of the course moyt effechively. Tt offers suggestions for further
explaitation in the dassroom and sell-study dime, aod conlains exira,
photocopiable materials {or socializing practice.

The approach

In each unit, Effective Secializing first llustrates a poor model of behaviour
in a social setting in order to demonstrate what can go wrong { Version 1).
Often the responsibility for things poing hadly is shared between both host
and guest. The course then moves on to look as a good model in which the
speakers communicaze successfully {Version 21, The V{T} is essential as
the starting point for each wnit.

The apprioach s designed 1o develop learners’ ahilities In two main areas:
P

The course develops the key skills of communicating positively and
appropriately in social sitnations. It seeks ta build the learners” confidence
in their ability to deal with these situations. Skills such as handling visitors,
huilding relatinnships, developing conversations, and responding
positively are demonstrated on the YO, These are then analysed and
practised with the support of the Smdeat’s Book.

T.anguage arcas such as intreductions, otfers, small talk and asking and
respanding to questions are presented and practised in the Student’s Boolk.,
Additional exercises seek to develop the lkearmers’ vocabulary around a
range of topics for soclal conversation. The audic cassette is used to further
llustrale and praciise these arcas. At the end of this section there is a short
lext dealing wilh the Impact of cultuee on social interaction: these texts are
inlended as a basis for discussion and the development of cultural
WFATETICS S,
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In the ¢classroom

Sclf-study

INTRODUCTION

Using the course

All parts of the course are designed to work either as classroom material or
for self-study.

Each unit takes the learner througl the objectives in the areas of
Comummunication skills, Language knowledge and Socializing practice. There
is an introduction designed e make the learners reflect on their own
cxperiences, and to anticipate the focus of the materizl which follows.
Depending on the needs of the group or the amount of time available, the
course can either be {ollowed from start to finish, or learners can
concentrate on selected units. L'he Secializing practice activities in the
Student’s Book provide relevant, context-based practice of the key asects
of the unit. These activities are designed for either pairs or small groups.
Wherever possible, they should be recorded on audio cassette to enable
lxerh weacher and learners to analyse and correct the learner's performance
when the tape is played back.

The VT N-based activities focusing en communication skills have been
developed with the classroom in mind. However, most of the questions
have answers in the Answer key, and individuals can use the YCD o a
self-access basis. The Langnage Erowledge section can certainly be usefully
(ullowed s seli-study. The Socinlizing practice section necessarily involves
pair or group work, allhough preparation for these activities could also be
dome doring sl -study Lime.



Who’s who in
Effective Socializing

----------------------------------------------------------- L D B R S

Effective Socializing illustratas a series of eneounlers belween two foreign
visdlors anc members of the Marketing Departnent of Teclron UK,

The company

The guests

,ECTHUN K

Tectron UK is a Eritish-owned
enginearing compary which
produces sophisticated
computer applications for the
manufacturing sector. Its
headquarters are in Harlow, 1o
the north-east of London. 1t
has subsidianes in France,
Saain ana Ireland. and A larga
‘wEearch ard deve ooment
certra n Comanhader. It
currently ernploye a total of
S50 peop & wor dwids, and
the e are pans o expand into
Latin Armerica a1d Zouth Last
Asip N the near Suture,

Maria de Miguel

hdaria it a Managdemeant trainas
fam Tact-an Espana. She kas
coTe ta the UK or a glx-month
secarament t> Tectron LK,
She Iz attached to Peter's
depariment and will be warkirg
guite zlosely with Paula

Jans Foss

LBNE & ar enginaer fram
Tectran's Danish subsiciary ir
Copenhagen. He is visiting
Tectrar UK for & few deys
BCINE as a consultant. He is n
his ate thirties, end Fas tvo
yizurg children,

The hosts

Peter O0'Donnell

Fatesis the Maraeiing
Manader of Tecircn LK. He i
aged ahout fifty-five. and is a
ittle far mal in his stve of
commuricatior. He is married
to Daphna. Thay havae a sar
arc a dadghter, bath ir thzir
twertlzs,

Paula Field

Faala s a Markeling Assislanl
wha raports ta Feter
O'Darnell. S5he is shout thirty
years ald. Sheis asually guita
irfarmal and fiardly, althaugh
she car somatimes come
ACKLES A5 ratker afficious end
akrLpt.

Daphne O'Donnell

Daphne is n aer early Sfhes.
She has her cwn career. but
often has 1o hclp entertair her
hushans Petar' s CUsTanars
arid cnlleagJes.

WHO’S WHO
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Pre-viewing

[ 28]

Communication skills

What do vou do and say when you meet soaneone for the first time? How
important are the first two or three minutes of these opening contacts?

Read the VT Sodaiizing Context.

VCD Socializing Context

The people

The situation

Peter 0"Dannell
15 192 Mazkating Manager ot

Peter and Paula are just
finishing a morming meeting,
Maria arrives at recegtion,

and is directed to Peter's office,

Paula Field Maria de Miguel
is & Markst ng Assistant. She £ & meEnagerent trairce from
reparts ta Feter, Tectron Zseanz. She bas o ved

Viewlng

UNIT ONE

=z a sis-month wors plecsimart
with Tentren Lk,

‘Watch Version 1 with the sound down. What do vou notice about the
héhaviour of the three characters? What sort of welcome does haria get?

Watch Version | with the sound up. What does Maria expect to happen?
How do vou think Peter handles this first contact with Maria?

Watch Version 2 with the sound down. What differences are there in the
behaviour of the three characters?



Post-viewing

.ﬁ.-:!..

6 Nowwatch Version 2 with the sound up. List the things Poter dacs more

effectively, How do vou think Maria will fee] after this lust contact with
Peter and I'aula?

Listen ta a number of peaole talking about first meerings in their country.

Make notes undar the headings below:

Extract importance ol  physical names opening
socializing contact sroall talk

one : : _

i -

three -

four - - - _ —_

Discuss the above wspects of first meetings. Which conniries do vou think

the peaple come fraom? Tiow do people behave in Lhis sitwation in yoar
counlry?

Language knowledge

prrrr I ello, pone toast be Maria,

i Peter G Donaell Welcome o
Tectron LI

mawia Thoank youw I0sgoed to be fiere)

Visten 1o these extracts from first meetings. For cach extract, decide
whether il is (ormal or informal, and business or pleasure.

Fxtract  formal/ informal business / pleasure

O J—

two

three
four -

FIRST CONTACT
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Welcoming visitors

Welcoming

Welcome to. ..
Ir'sa {great) pleasere to welcome youro. .. [T}
On behalfof .. I'd Wke to welcome you ta. . (T

Inireducing yourself

My wname’s. .. Im ... (job [ position)
Lerme introduce rmpself. I'm . .

How de voir do. My sagenes ()

We hqven't met. I'm . ..

Introducing someone else

I'd like ro introduce vou to. . (T)
Ilave powmer. ¥
e, thisis

Small talk topics

Travel

How wals your irip?

Did yau have any trouble finding ns?

It was fine / very smooth / casy.

Irwas a bir deloyed. / The traffic was terrible. /
It was o bit rough.

! tnissed my conrtection. / The plane was late,
There were no problesms.

Accommodation

[Tow's vour hotel?
Is everything aif riglt?

itsvery conifortable / covvenient / luxurious,
The service is excellent.

It's rather noisy / divty.

The service is rather slow,

The raoms are a bit cramped.

Responding to introductions

Havrdo you do. My mames .. (F)
Mice o seet o, Mine’s L.

Offering

Let rite get pote a coffee.
Would you like a coffee?
Let wte futke pour coat.

NOTE

The expressions marked (F1are used in muore formal
situations, When weleoaming visilors, the level of {ormalicy
will depend mestly on the culiure ol the countey you live in,
aml also om the type af organization you work fur In the UK,
it is becoming more vsual W adupt a more informal stvle of
LTI cadion.

Weather

Low do you find the weather here?
Whai was it (ike when vou left?

e lpvely £ susny /S warm.
Tt was dismal / clowdy / cold / dainp Swet / stormy /
windy

KOTE

e often modify our negative remarks by using words like
i@ Giile, @ bt or rether. When we insevt these woreds, our
remayks are sortened. Thev become less direct and sound
more natural.

2 Listen to these iive introductiens. How do vou think they continued?
Choose from the responses below.

a Nice to mect vou, I'm Sarah Sarandon, Vice- President, Marketing.
b Thank you. It's a pleasure to be here.

¢ Notreallw | guess we've never met. My name’s John Dunn.

d Howdo you do. 'm Tania Philips.

g No, [haven't. Why don'tyou introduce me?

8 UNIT ONE



Mike appropriate infroductions in the lollowing silualions.

a Youare ata company party. You see the new head of marketing who you
would like 1o meet. Introduce voursell.

b You have justarrived at a restaurant. Your partner hasn't met your
colleagues. Introduce them.

¢ Welcome a new member of staff to your department and then introdues
him { her 1o your colleagues.

d At an informal lunch, introduce vourself to the daughter of 2 colleague.

e Intraduce yourself to the new head of vour business unit.

Match the opening small talk questions about travel, accomunedestion and
Lthe wealher (1-10% with the mast appropriate response [a —j). Then listen
to the correct combinations to confirm your answers.

What was the weather like when you let?

How do you find the weather?

[suppose this weather muast e abil ol ashock Lo vou.
Heow was vour Lrip?

Did you have any trouble finding us?

IHd you get in on time?

How’s the hotel?

Dvid vou [ind somewhere to stay?

1 Lave you got a room with a view?

Huww was the crossing?

o I L [ N U LN B

RS ]

—
=
=

Justa Little bit late.

I» Fine. Bverything went smoothly, thank vou.

Pretty cold. It was only four degrees when I left home.
Kol yet. Could vou recommend saomewhere?

Mo problems at all. The map vou sent me was excellent.
A bit rough but not too bad.

It is a bil. It was below zero back in the States.

Lovely, Suany skies. Nice and warm.

Unfortunately not. All I can sce is the factory opposite.
Very comfortable, thank vou.

= b = N T =S o £

—

Modily the remarks below W make therm softer or fess direct.

a Itscold

b The room’s filthy,

¢ The view’s awful.

d The crossing was rough.

g Thetraffic was slow,

f Theweather's disappointing,

FIRST CONTACT 9
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UNIT

ONE

¢ Pairwork — speeding up your responscs

]

Student A

Imagine you are heing met at an airport by Student B, Respond
appropriately to ks § her questions and comments.

Student B

Imagine vou are meefing Student A off a plane (use his £ her real name).
Ask the following questions and malke the following conmments. Studeit
& should respond approprialely.

—

Heller ... (hisf her mame). I'my .. {vour namel. Nice o meel vou.
Let rue take vour case.

How was the trip?

Just a moment, Pve got to pay for the parking.

So what do vou think of our weather?

Whal was it like in your part of the world?

I thought we'd drive to your hotel first.

We've booked vou into the Holiday Inn,

1 expect vow're tired after the journey.

T'll pick vou up in a couple of hours and we'll go out to dinner.

~1 o Ul e

—_
o Y R~

Student A

Imagine wou have just met a new colleague, Student B You have
accompanicd him { her to a party. He / She should respond
approprialely to the lollowing questions.

1 Would vou like me to inlroduce vou to some colleagues?
2 Have you met Anma Howard?
3 Letmeintroduce vou to my old friend, Charles Diglhy. Charles.
thisis. ..
1Iow was the weather baclk home?
Where are you stying?
Have you gol a reasonable room?
What about vour trip?
Did vou e
Oh ook, There's Kerry Visher. Would you like me to introduce you
to her?
10 How long are vou going to be here for?
Student B

Imagine you are at a party, Student A is locking after you. Respond
appropriatcly to hiz f her commenis and questions.

LT~ B RN R SR R



