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unit 1

Greetings and
Introductions

y'|

Unit Objectives

After studying this unit, you are able to:

© grasp the expressions for greetings and introductions in
different occasions;

© greet different people with proper etiquette;

© greet and make introductions in different occasions;

O learn about the Chinese way of hospitality.
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@Warming-up:)

Task 1 Look at the following pictures and fill in the blanks with the
words or phrases given below.

@ @

handshake

bow

hand-kissing

namaste

cheek-kissing

hand-waving
hug

fist-palm salute




Unit 1 Greetings and Introductions

Task 2 Match the greeting etiquette introduction with the picture

number of Task 1.

Its order is mainly determined by
the position and identity. Women, the
elder, earlier comers and people who
are in the higher position should hold
out their hand first.

People slightly bend with their
hands on each side of their bodies or
holding them gently in front of their

bodies as a sign of respect.

It is often appropriate to embrace
each other when you’re meeting a
friend. It shows more openness than a
handshake.

In South America, all women
are greeted with one kiss. In France,
women are greeted with one kiss on

each cheek.

Task 3 Talk about the proper greeting etiquette in the following
situations and fill in the following blanks.

Business
Introduction

Reunion of
Old Friends

Welcome Party

Family Together
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Listening

@ Section A

Task 1 Listen to the recording and choose the best answer for each
question.

1.What is Joe’s major?
A. English Education. B. Business English.
C. International Business. D. International Trade.
2.Where does the conversation take place?
A.In arestaurant. B.In a shop.
C.In a school campus. D. In a bookstore.
3.Who are these speakers?
A.They are graduates. B. They are freshmen.
C.They are sophomores. D. They are juniors.
4. How does Brenda like her major?
A. She doesn’t like English or Business.
B. She likes English better than Business.
C. She likes English as well as Business.
D. She likes Business better than English.
5. Which of the statements is TRUE according to the conversation?
A. Joe and Sally are from the same major.

B. Joe is a freshman, but Sally has studied for three

C. Brenda and Joe are classmates in Business

D. Brenda and Sally are classmates in Internati
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Task2 Listen to the recording again and fill in the blanks.

1.1’m Sally in International Business. ?
2.1’m Joe. | study in Business English. , Sally.
3. It really matters how you and spend the whole three

years in college.

4. Good morning, Brenda. ?

5.1t’s really nice you two, goodbye.

Task 3 Discuss the following questions and share your ideas with
your classmates.

1. When you enter college, you will
greet new friends and introduce
each other. What will you say?

2. You may meet foreign classmates in
your college. Do you know greeting
taboos when communicating with

them?

@ Section B

Task 1 Listen to the recording and choose the best answer for each
question.

1.What’s Erick’s position?

A.The boss. B. The personnel manager.

C. Administrative manager. D. The personal assistant.
2. What is the relationship between Rebecca and Frank?

A.They are a promoter and a customer.

B. They are a hotel receptionist and a guest.

C.They are an employee and a boss.

D.They are new colleagues.

3. Who will be the sales manager?

A. Frank. B. Erick.
C. Rebecca. D. John.

4.Who sees each other for the first time according to the conversation?
A. Erick and Frank. B. Rebecca and Erick. :
C. Frank and Rebecca. D. None of them.

5. Which of the statements is TRUE according to the conversation?

A. Frank is here to apply for a job in the company.
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B. Rebecca is the assistant to interview Frank.
C. Erick Dunn is the sales manager.

D. Frank has his own office in this company.

Task 2 Listen to the recording again and decide whether the
statements are true (T) or false (F).

() 1.Frank and Erick have been good friends for a long time.

() 2.Frank is welcomed to the new company.

() 3.Frankis not allowed to see Erick because he doesn’t make an
appointment.

() 4.The speakers meet in the afternoon.

() 5. Frank wants to meet his new team rather than to see his own office.

Task 3 Critical thinking. Suppose you are a newcomer to a company.
How will you greet your colleagues and leaders? How will you
introduce yourself to them?

Don’t say in an introduction:
anything too personal;
anything negative about a former colleague or employer;
anything controversial;

anything that could be deemed inappropriate or offensive.

ALl
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Watching

Before You Watch

Task 1 You need to meet your clients at the airport. What will you
say and do? Talk with your partner.

@ While You Watch

Task2 Watch the video and answer the questions below.

1. What is the position of John Smith in Shoudu Clothing Import & Export
Co. Ltd.?

2. What does John Smith say about his company?

3. Why does Ms. Wilson come to Beijing?

4. Who will welcome Ms. Wilson in the factory?

5. What is John Smith going to do today?

Task3 Watch the video again and decide whether the statements
are true (T) or false (F).

1. Ms. Wilson meets John Smith in her company.

2. Ms. Wilson and John Smith have ordered nothing but coffee.

()
()
() 3.Ms.Wilson accepts John Smith’s invitation immediately.
() 4.Li Mingis a hospitable manager.

()

5. Li Ming and Ms. Wilson are going to have a short tour in Beijing

today.
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Task4 Watch the video again and fill in the blanks.
D=Daisy Wilson J=John Smith L=LiMing

1. In a Coffee Shop
D: , Mr. Smith. Here’s my card.

J: Thank you. And here’s mine. Now would you like something to drink?

2. Turning Back

D: Thanks for your presentation, Mr. Smith. We will seriously consider
the business.

J: I And | sincerely invite you to come

and visit our factory in the future. | am sure it will not disappoint you.

D: Thanks for your invitation. | believe it won’t if | have the chance.

3. Two Weeks Later, at the Airport

J: Hello, Ms. Wilson. Welcome to Beijing. How are you?

D: Very well, thank you. And

J: Me too. Did you have a pleasant trip?

D: Yes, | enjoyed it very much.

J: We really appreciate your coming. Let’s go to our factory.

4. In Front of the Factory
J: Hello, Boss. This is Daisy Wilson, from England Importing. Ms. Wilson,
this is Li Ming, the general manager of our company.
D: , Mr. Li?
L: How do you do, Ms. Wilson? .1 hope

you’ll have a pleasant stay here.
D: Thank you, Mr. Li. I’'m very happy to have this chance to visit your

company.
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@ After You Watch

Task 5 Role-play the above conversations with your partner.

Task 6 When you meet clients for the first time, you both may exchange
business cards. Design your business card.

A

K

{- ) Speaking

o~

Section A

Task 1 Pair work. You are a freshman in college, so you may still not
know some of your classmates. Now greet and introduce yourself
to them.

A. Practice the example conversation with a partner.

Hi, I’m Jane. May | ask your name?

My name is Lauren. Nice to meet

you, Jane.

Nice to meet you, too, Lauren.
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B. Practice again using the sentences in the following box to rephrase
the conversation.

A

It’s a pleasure to meet you./Pleased to make your acquaintance. INR{RTR
=3

How nice to see youl!/Good to see you! MENRRE>!

I’'m so glad to see you. MENRIEES S

Good morning/afternoon/evening. B 47 / N4 / B8 1T .

How do you do?/How are you? {REF .

Hi, there!/Hello! 1§, KZKiF. /{REF!

May | introduce myself? FaEEFKNBE— 127

Would you please tell me your name? i&aig FEHAE"?

My name is Ann and Christine is my surname. IR EET, &%,
The pleasure is all mine. FAYFE.

For example:

Hi, I’m Jane. May | ask your name?  Would you please tell me your name?
| I

Task 2 Group work. You and your friend haven’t seen each other
for a long time. You just run into him/her at a party. Say hi to your
friend. You may begin your conversation like this:

Hi, Lauren. Long
time no see. How
have you been?

Hi, Jane. Long time
no see.

A. Make up the conversation and fill in the blanks. You may use the
following expressions and add more information.
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GREETINGS
What have you been doing since | saw you last time? EXWERE, R—BEEMTA?
How have you been? {RIEREARE?
How is everything? —tJ&B4F15?
How are you doing?/What’s going on? {Rix4FI5?

Is everything going well? —JIRFINS?

What's new?/What’s up? {4 #E$E"?

How is your family? {REIZ A an{a?

How is the world treating you/around you? {RIS1EEARE?

ANSWERS

I’'m fine. Thank you. E1RIF, 557,

I’ve been all right./Quite well. B—Ei&IF . /IEELF.

Everything is perfect! —J#R5EE!

Yes, quite well so far. 289, ZIEBIALLEENRIT .

Not much./Nothing much. ;&4 .

Nothing in particular./Nothing special. ;&4 453119 .

They are all well, thanks. ft i 1&8REF, #H5 .

It has been three years since we last saw each other. BRI XN EEE=%7 .

B. Practice the whole conversation with your partner.

Section B

Task 1 Group work. A and C are colleagues, and C is A’s superior.
They welcome B, one of their important clients, to their company.
Complete the following conversations according to the cues and
the following useful expressions. Make up some details if you need.

Situation 1: A and B greet each other at their first meeting. Cues:

A: Hi, long heard of you! I'm (@) A introduces his name

and position.

(b) B shows enthusiasm and

makes self-introduction.
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Situation 2: A introduces C to B.

A: Welcome to China, Mr. B. I’d like to introduce

Cues:

(a) A introduces C’s
name and position.
(b) C greets B.

(c) B expresses

appreciation.

Situation 3: A introduces their company to B.
A:

Cues:

(@) A introduces the
advantages of their
company.

(b) B shows his opinions.

Situation 4: Cinvites B to visit their company.

C: Would you like to visit my company? I’d

Useful Expressions

GREETINGS & INTRODUCTIONS
Long heard of you! Z{lIA%&

It is really my honour to see you in the flesh! {RE==REBNENEARA o

Cues:

(a) C offers an
invitation to B.
(b) B accepts the

invitation.

This is my superior, the general manager of ABC Company, Wiliam Smith. iX2FKi LS, ABC AT

RETEEIER - BEE.
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Let me introduce my boss, Mr. White. F3NMBEAIERIMELE .
Please allow me to introduce my friend/boss to you. iEFRNENBIRARLK / ER.

INVITATIONS & REPLY

Do you feel like going for a visit to my company?/Do you want to go for a visit to my company?/\Would
you like to visit my company? #4182 MIAIATNG?
Would you be interested in my company? X3 EAI A TR EHRIG?

| would like you/invite you to visit my company. Fi5% / BisESMEIN AT .
I’d love to, thanks./I’ll be glad to do so, thanks./Thanks, I’d like that very much. §18f, EKREE.

Thanks for inviting me to visit your firm. SH§HZEBIEFHRSMEHI AT .

Many thanks for your kind invitation. I'll join you. IE&E BEHERNER RS . IES5E—RE.
I’m sorry to refuse your invitation. {E48ZHIEE, HREBE.

Thanks for your invitation, but I’'m very busy now. BB &S, BERIERIT.

I’m afraid | won’t be able to come. HAEATEEET -

Sorry, I’d love to, but | have an appointment. 8%, FREE, BERE LS,

That’s very kind of you, but | can’t accept your invitation. BEEZXIF T, BERFEHESEHNRS.

Task 2 Talk with your partner about the language differences

between talking to the superior and important clie l
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) Comprehensive Exercises

Task 1 Listen to the recording and choose the best answer for each
question or statement.

1. If the introduction is formal, say “Hello, I’'m J

A.John Smith B. John
C. Smith D. Mr. John
2. Which physical contact of the following is NOT mentioned?
A. Hug. B. Kiss.
C. Handshake. D. Tap on the shoulder.

3. Which of the following questions should not be asked?
A.Where she is from.
B. What she does for a living.
C. What her marriage status is.
D. What she loves to do.
4. Which of the following statements is TRUE?
A. Greeting old people at the first introduction is really important.
B. Different cultures have the same forms of physical contact to
accompany a greeting.
C. Remember to have eye contact and keep smiling in a conversation.
D. Itis not important to show interest in the other person.
5. If your conversation is informal, you can say to close the conversation.
A. “It was great meeting you, Harold. Hope to see you around.”
B. “Mr. Smith, I’m delighted to have met you. Hope to see you around.”
C. “Mr. Smith, it’s my pleasure to meet you. | hope we see again soon.”

D. “Mr. Smith, I’m glad to have met you. | hope we see again soon.”
Task 2 Listen to the recording again and fill in the blanks.

1. Greeting new people at the first is really important as

we never get a second chance to make a good first

Introducing yourself is much more than saying your name; it’s a way

to with someone new by words

and often, physical contact. Introduce yourself in a way that

is and makes people like and remember you.
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2. Remember to have and keep smiling. Eye contact shows

that you’re the interaction. shows

that you are paying attention to what she is talking about.

Task 3 Listen and match the short dialogues with the pictures
below. Write the correct numbers in the blanks.

Task 4 Read the story about an idiom and write down its name.

During the conflict between Chu and Han, Han Xin attacked Qi under
the orders of Liu Bang, the emperor of Han, and Xiang Yu sent General
Long to rescue Qi. The result was that Han Xin won and Long died in the
battle.

Xiang Yu saw that Han Xin was very capable, so he sent Wu Zhi to
persuade Han Xin to break away from Liu Bang and declared himself
emperor. Han Xin refused Wu Zhi’s persuasion and said to him, “When | was
in a low position under emperor Xiang, no one listened to my words
and used my plans. So | changed my allegiance to Liu Bang, emperor of
Han. Now the emperor of Han has given me the seal of a Grand General,
giving me command of tens of thousands of troops. He gave his clothes
to me and gave me food to eat. He listened to my words and adopted my
schemes. How can | turn my back on the emperor of Han who trusts and
respects me so much?” Wu Zhi didn’t succeed and had to go back.

Your answer:
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) Cultural Notes

Chinese Way of Hospitality
China is a state of courtesy, whose hospitality has a long history. Confucius once said,
“It is always a pleasure to greet a friend from afar!” Chinese people pay attention to etiquette,
enthusiasm and respect, reflecting the profound cultural heritage and the host’s care for guests. Du
Fu’s poem “For a Guest” vividly reflects the host’s joy and sincere hospitality to his visitor.
For a Guest
North and south of my cottage winds spring water green;
1 see but flocks of gulls coming from day to day.
The footpath strewn with fallen blooms is not swept clean;
My wicket gate is opened but for you today.
Far from market, I can afford but simple dish;
Being not rich, 1've only old wine for our cup.
To drink together with my neighbor if you wish,

I’ll call him over the fence to finish the wine up.

Generally there are four steps in the Chinese way of hospitality.

(1) Preparation. Get everything, say the meal, the table, the party space, ready before guests
arrive. Wait for guests in advance.

(2) Greeting. Make sure guests are treated warmly. Circulate among guests, introduce
newcomers, and stay with each group long enough to get a conversation going.

(3) Receiving. Ask guests to take seats before hosts. Look after each guest as much as
possible. Run the show. If you notice a guest with an empty glass or standing alone, take actions
immediately.

(4) Seeing off. Stand up to see guests off. Generally send guests to the elevator, downstairs or

the gate, and wave to see guests off.
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New Words & Phrases

accompany [o'kamponi] v. [5[a]; ik
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