Unit 1 Introductions &

Entertainments
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Nine Secrets of Practice
oJoOoonOon

1.000000000000000O0O
ooooooooooooooooo
ooooooo
May 1 introduce myself? My name is Allan
Pope from APE Oil Company.
oo000ooooomoono -oom
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2. 0000000000000
How do you do? Pleased to meet you. It’s a

pleasure to meet you.

3. 0000000 00" 0DO0D0ODOO
Joooooooooooooooo
ooo0ooooooooooooooo
ooo0ooooooooooooooo
ooooooo
How do you spell your name . please?
odmoooooooOo

4.000000000000000O0AO
ooooooooooooooooao



(Wl name] O OO0 O O0OO0O

My name is John Major. 1 U 00 -000
.goboooobooobooooooa
goooooooooboooooooaa
ooooobooood

I would like to meet Mr. Freeman, the sales

manager of Universal Utensils.
oooooooooooooogoon

goooood
.0o0o0oobooobdoooooooad
gooo

You would better know how to shake hands
properly. That’s one of the best chances to
show your confidence. Remember: don’t
shake hands like a dead fish.
0000000 omwooooobooda
I've heard of you.

gooboo

Mr. Black has mentioned your name before.
ooooooboooon

I've been to San Francisco several times, and
Pm quite impressed with the Golden Gate
Bridge.
gooodooooobooooooog



gono
gogbooboobooooooobooo
gooooooooooooooooo
gooooooooooooooooo
gogboooobooboobooboo
goooooboo . bogooooa
gooooooooooooooooo
gooooooooooooboooo

. go0oooooboboboooooooooo
Are you interested in gardening?
goooooooo

That’s a coincidence. My husband also likes
to go fishing.
goooooobooobobo

Forty-five Practical Key Words
(4500000000

. introduce ¢t. 0O 0O
. introduction n. OO
. mention ¢t. OO

Simpress ¢, 0000000

. pleasure n. 0O



6. San Francisco ' 00D

7. Golden Gate Bridge 0O 0O 0O O
8. gardening n. OO0

9. coincidence n. *3 O

10. account n. O O 0O
11. accounts department [ 0O O
12. accommodation n. 00O
13. voucher n. O 0O M O
14. data n. 0O 0O

15. input »¢. O 0O

16. Toronto 00O O

17. specialty n. 000

18. responsible adj. U U O
19. finance n. 0O 000
20. affairs n. 00O

21. design n. U0

22. managing director U0 [
23. marketing n. 044

24. supervisor n. U0

25. training n. 00O

26. industry n. OO

27. reservation n, O [

28. reserve v. 00

29. flight n. OO



30. arrangement n. [ 0

31. appreciate . U0

32. marvelous adj. U 0O

33. considerate adj. 0 00 OO
34, delay . DO 000

35. conference n. 00

36. project n. 0 0000

37. purchase v¢. 00

38. purchasing department [ 00 0
39. acknowledge »t. 0O O[O O
40. employ w. U U

41. Brussels 0O 00

42. Belgium 0 0O 0O

43. precision n. 0 000 O

44. bearing n. U0

45. amenities n. U 0 0O 0

Three Practical Situational Dialogues

(300000000

Situational Dialogue 1 OO0 10
A+ Good afternoon.



oooog

: Good afternoon.

ggod

: T'd like 10 introduce myself. My name is
Eric Wood and I'm the new training supervi-
sor here
oooooooooooooo--ooo
oooopooood

: Oh, yes. I've heard of you. How do you do?
I’'m Flora Smith. Pleased to meet you. Have
you just arrived?
gooooooooobooooooo
oo .000moOooon

: No. [ got here the day before yesterday, but
it’s the first time I’ve been up to this floor.
Flora, what do you do?
oo00ooO0ooDOoopOooUooooo
gdboMmoomooboooo

: I'm a Customer Service Representative. Let
me introduce our colleagues here: Victor,
he’s responsible for financial affairs; Tower,
our design expert; Rose, secretary of the
managing director; Larmry, he is in charge of
sales and marketing.



oooooobooooooooooo
gboooobobooooboboo
gbooooobobooooboboo
gooo

A: Nice to see you all.
oooooooo

Situational Dialogue 2 U 0 0O 2)

A: Excuse me, but are you Mr. Bowen?
oooooooooao

B: Yes.
0o

A: Oh, I'm Chris King. I'm the Business Devel-

opment Manager of North Industries.
0000oooooooooooogo

Bu I'm pleased to meet you. I’'m Max Bowen.
oooooomoobDb-bo0

A: Welcome to Guangzhou, Mr. Bowen. How
was your flight?
gogoooooobobobbobooo
ooogao

B: Not bad. But I'm a little tired.
goooooobooboDboog

Ao Forgive me for not asking before, but have



Bs

Ao

Bo

Ac

you made hotel reservations?
0oooooooooooooooon

: No, the irip was so sudden.

uoboooboooogn

: Well then, let me make some arrangements

for you.

uomoooaon

: I'd appreciate that.

goo

: Would you prefer a western, Japanese or a

Chinese style hotel?
O0o000oooooooooooooo
1 think I’d prefer a western hotel. But I'd
like to try a Chinese hotel next time.
O0o0oUoooooooooooooo
Ooo0ooooo

What about the Holiday Inn near our head of-
fice?

gooooooooooogo

That would be fine.

ooo

I'll reserve you a room with a balcony over-
looking a beautiful lake. There’s also a mar-

velous view of the mountains when the weather



B:

is clear.
goooooooooooboooon

ggoobooogooboooooo
oooogd
Thank you very much. It’s very considerate of

you.

ooobmooboboD

Situational Dialogue 3 U U U 3)

A:

Hello, are you Mr. Smith?
Oo0moooooooooao

: Yes, I am.

Umooo

: I’'m Susan Vincent.

omoog-goo

: It’s a pleasure to meet you

goooooo

: Welcome to Guangzhou, Mr. Smith.

obobooobooooooo

: Thank you. I’'m sorry I'm so late. You see,

there was heavy fog in London and we were
delayed there. [ hope you haven’t been wait-
ing long.
gobobouooouoouobouoodd



looo))boomooooon
goo

A: No, no. It’'s OK. Mr. Smith, did you have a
good trip?
gooboooboooooooooo
uo

B: Not too bad, thanks.
gomono

A: Fine, well I think the best thing is to go to
your hotel first, if that’s OK. My car is out-

side.

gobo0obOooooobooobooDo
oopooood

Bw Terrific.
ooogoo

A: Can I take one of your bags?
oboooooooon

Bo Oh thanks. Here you are.
oomod

A: Right now, is there anything you would like to
do before we set off?
oooooooooooooooo

Bo Well, I'd just like to make a quick call to
my wife, if that’s all right.



gmobobooobobomooad

Ao Yes, of course

goooo

Fleven Practical Key Sentences
(11IZIDIZIDIZIDIZI[

1. Please allow me to introduce myself. I'm Tina

Dai, the Purchasing Manager of South China
Trading Company .

gboooooooooboogoobo -go

oobooooooocoooo
2. I'd like you to meet Susan Lee. She works in
the Accounts Department.
00o0oo0ooOoouooooo .oo
3. Excuse me, but are you Mr Smith. from
Britain?
OO00O00DO0bOooDooooooon
4. Let me help you with your luggage.
goooooboooo

5. It’s a great pleasure to meet you.

oopDOoooo
6. I've been looking forward to meeting you.



god

7. How was your journey/flight?
gooooao

8. 1 think we'll go to your hotel first.
o0o0o0ooooooooooo

9. Have you had a chance to arrange reserva-

tions for a room at a hotel?
goooooao

10. Is there anything you’d like to do before we

go to the hotel?
ooooooooooogao

11. Would you like a drink or something to eat
before we go to the office?
goooooobooooooogoog @

Four Practical Focus Drills
400000000

1. You are talking to people in a group. Some-
one you know comes up to the group. What
should you do?

2. You are about to introduce your purchasing

manager, and you -forget his or her name.



What should you do?

- You are working hard on a project when a
visitor walks into your office. What should you
say?

. You are attending a sales conference. Use
the ‘business cards below and the additional

information to practice with your partner:

greeting your partner;

introducing yourself;

exchanging information about your
jobs;

acknowledging information.

HuiFang Group Ltd T
Pete Rogers
Sales Administration & Custom Officer
PO Box 58, Brussels. Belgium Tel: 84602548
Fax: 87245169

Additional data
Huifang:

——precision bearings manufacturer

employs 500 people in Brussels

Pete Rogers:

—handles all custom-related activities



—handles price quotations; sales contracis;
customers’ inquiries; order processing and

delivery arrangements.

]
Specialty Chemicals

Mary Thatcher
Assistant Accountant
PO Box 32, Toronto, Canada
Tel: 9463527
Fax: 9760378

Additional data
Specialty Chemicals:

specialty chemicals manufacturer

employs 1000 people in Toronto
Mary Thatcher:

—prepares payable and receivable vouchers

data input

assists and supports the Finance Manager
for developing new systems and proce-
dures

—meets the changing requirements and an-
ticipates future needs of the business

has worked for Specialty Chemicals for 2

years




Goodluck Amenities Manufacturing No
Angela Hardy
Production Planner
368, Water Street, Kingston. Jamaica W.1.
Tel: 7486534
Fax: 7626742

Additional data:
Goodluck Amenities Manufacturing LTD. :
——specializes in plastic items, printing, ho-
tel and traveling amenities
Angela Hardy:
schedules production plans against the

production capacity

releases the shop flow orders to production

plant

follows up the shop flow orders to be com-
pleted on time

co-ordinates with related parties on pro-
duction and logistics

——has worked for G. A. M for 3 years

likes traveling, tennis & baseball




) Practical Group Discussion
oo0oooooon

[o_el|1. Eight Practical fssues (800 000D

(D How close should you stand to someone when
you meet them?

{2 What does it mean if a Canadian businessman
keeps stepping backwards while he’s talking
to a Mexican businessman?

(@ What kind of voice makes a person sound
secure?

(@) What are the ways in which your body will tell
the other person that you are listening atten-
tively?

(& What aspects of nonverbal language will pre-
vent you from communicating with others ef-
fectively?

® When you introduce someone, what pieces of
information should be mentioned about him?

(D What basic skills of communication should you
sharpen?

® Tdk about your company: its corporate structure,



