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Introduction

In this unit, you will

¥ get to know the importance of making proper introductions;

% learn how tO introduce yourself and greet someone in different
settings;

5 grasp the vocabulary related to introduction;

3 review basic sentence patterns.
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Integrated Skills

Suppose you’re a newcomer in a company, how do you introduce yourself and get to know people
as quickly as possible?

1 \ “Alice, this is Sam.”

. S | ~N

“Nice to meet you, Sam.”

Pre-reading Questions | 4

1. What do you usually say when meeting people for the first time?
2. How many ways do we have to introduce ourselves? What are they?

3. What body language should be avoided in a formal situation?
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Five Ways to Introduce Yourself
Debra Pachucki

Humans are social beings who always contact with others personally, professionally and

casually, which makes introducing yourself to others an inevitable part of life outside the home.!
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Introduction Unit 1

Since introducing oneself isn’t what you do every day, it’s easy to forget the “dos” and “don’ts” of
proper introductions, especially since different situations call for different etiquette.

The proper etiquette for informal introductions is simple: be friendly, courteous and polite.
When meeting? a new person, it is fine to introduce yourself by your first name only, followed by a
friendly phrase or question such as “nice to meet you” or “this is some party, isn’t it?”” A handshake is
a welcoming gesture, but not required in informal settings. If you think you may share something in
common with the other person—for example, if you notice he is wearing a T-shirt with your favorite
band on it or if you think you might have taken a class with him last semester—use that as a way to
break the ice. You might say, for example, “Hi, I'm Hayden. I couldn’t help but notice your shirt—
have you ever seen those guys play live?”

Formal settings such as academic conferences, weddings and awards ceremonies call for formal
introductions. When introducing? yourself at a formal event, remember that manners and courtesy are
key. Formally introduce yourself using proper names and formal greetings, such as “Pleased to meet
you, Mr. Roberts. My name is John Mills.”

When introducing? yourself to another professional or customer, your introduction should be
brief, friendly, informative and confident. Above all else, your introduction should convey a sincere
pleasure in meeting the other person. To achieve this, begin your introduction with the other person’s
name. It will help you remember it later and will also let the other person know you are interested in
who he or she is. Repeat your name twice, and follow up with a little something about who you are
as a professional. For example, say “Hi, Craig. I’'m Heather Smith. I am the Curriculum Instructor at
the elementary school.” Follow up with a line or two to encourage him to tell you more about himself.
For example, you could say, “It is my understanding that you teach education courses at the college.”
Remember to keep your introduction and following conversation relevant to your professional skills
and ambitions.

Written introductions are among the easiest to do because the introduction itself does not occur
in real time or face-to-face. Begin an introduction letter with a simple greeting, such as “Dear Mr.
Williams,” and follow it with who you are and why you are contacting the person. For example, an
introduction letter from a teacher may begin, “Dear Mr. Williams, My name is Karen Henize and I
will be teaching your son fifth grade English this year. I would like to tell you a little about our class’
reading goals this year.”

Except written introductions, the words you use to introduce yourself are only one part of making
a first impression; your body language also tells who you are. In a formal situation, for example, it
will do little good to use polite and courteous introductions if your appearance is disheveled, your
manner is poor and your eyes always dart around the room and away from the person to whom you
are speaking. When introducing? yourself, always remember to smile, make eye contact, and extend
your hand for a handshake, all of which are welcoming, inviting, polite and friendly gestures. Avoid
slouching, shouting, taking large bites of food or drinking very quickly, crossing your arms, hugging
or touching the other person or any other gestures or contact considered rude or aggressive.?

(612 words)
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social /'saufol/

contact /'kontaekt/ (with)

professionally /pro'fefonoly/

casually /kazuol/

inevitable /I'nevitabal/
etiquette /'etiket/
courteous /'ka:tias/
academic /zko'demik/

conference /'’konfarans/

award /o'wo:d/
ceremony /'serimani/

courtesy /'ka:tisi/

professional

informative /in'formotrv/
confident /'konfidont/

convey /kan'ver/

sincere /sm'sio/

w Words and Expressic

adj.

relating to human society and its organization, or the quality of
people’s lives #-2 6%

to write to or telephone someone (#T®FEX G125 EA) KA
communication with a person, organization, country etc. i,
RER, 4E

1) as part of your work B2 13,

2) in a way that shows high standards and good training % b3,
not formal or not for a formal situation 3f JE X 3

certain to happen and impossible to avoid 7 7T # %69,
P

the formal rules for polite behaviour in society or in a particular
group AL, AL

polite and showing respect for other people ## H L8, &4,
4, AALIE

concerned with studying from books, as opposed to practical
work & K44

a large formal meeting where a lot of people discuss important
matters such as business, politics, or science, especially for
several days iTi& (&) , #WH (&), 2K

something such as a prize or money given to someone to reward
them for something they have done ¥4, #ik, %4

an important social or religious event, when a traditional set of
actions is performed in a formal way $24L, X

polite behaviour and respect for other people #L5%., & 4.

a person who has great experience a high professional standards
AAERLFHHA; X LRAL

showing that someone has been well trained and is good at their
work BR 4G E Ay, AT

providing many useful facts or ideas ## 4% X & F 4+ 343 & 8%
sure that you have the ability to do things well or deal with
situations successfully 81389, HA13wH9

to communicate or express something, with or without using
words & ik AEk (B, BEH)

a feeling, belief, or statement that is sincere is honest and true,
and based on what you really feel and believe (35§ 2 AT 4 )
Ay, WEN



relevant /'relivont/ adj.
ambition /zm'bifon/ n.
impression /im'prefon/ n.
appearance /o'prorons/ n.
disheveled /dr'fevald/ adj.
dart /da:t/ v.
extend /1k'stend/ v.
slouch /slautf/ v.
aggressive /o'gresiv/ adj.
call for

break the ice
couldn’t help but (do)

eye contact

Introduction Unit 1

directly relating to the subject or problem being discussed or
considered A8 X #, H %89

a strong desire to achieve something 2., &, &5 #7,
30

the opinion or feeling you have about someone or something
because of the way they seem ¥F %

make an impression on somebody

1) the way someone or something looks to other people #M5%.,
Sk, SR

2) somebody takes part in a public event H 3L, k3|

if someone’s appearance or their clothes, hair etc. is disheveled,
they look very untidy & £L#9, RAEREH

to move suddenly and quickly in a particular direction & 7%,
bR

to stretch out a hand or leg ## & ; fv i (FA %)

to stand, sit, or walk with your shoulders bent forward that
makes you look tired or lazy TAF47T R 5. 2 RATA

1) very determined to succeed or get what you want 7 i Bt
NG

2) behaving in an angry, threatening way, as if you want to fight
or attack someone %f-F49, sty

A, Frais R

HREMEF

IR AN 2R

Williams /'wiljomz/

| Hayden /'heidon/ B (KD ‘|
| Roberts /Tobats/ LRI :
: John Mills /'d3on 'milz/ 255« KRBT :
| Craig /kreg/ SEHR (KD !
: Heather Smith /"heds 'smi6/ e X :
: Curriculum Instructor /ka'rikjulom m'strakto/ RALFIF :
| |
| |
l 1

Karen Henize /'keeron ho'narz/

BRI (KD
RRCRE Y
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1. Humans are social beings who always contact with others personally, professionally and casually,

which makes introducing yourself to others an inevitable part of life outside the home. A& %2 3%
HAANF AN, A Fo A LR AR AL, TR A B ZABRA TR
89 & & PR T8 09 — 304

BR—ANEEE, @8 BmANATEMNEG: — AR who 5] FRTHZENEG, £AT
7 ;2 social beings; % — /~& which 3] 549 3F FRZ M T 35 A 6, 464793 2 AT @ 69 A
4 F. JE i EEMEG P42 A T make something something iX A~ 33 28, introducing
yourself to others & % — /> something, an inevitable part of life outside the home & %
= A~ something.

2. When meeting /£ C P & #L — &, when introducing £ L P HI =R, % —AFH =/
e RiEx P LENER AR, FENRARENGY EEL L4409 LEMR, A2
you, T VACKeAIN 4] &9 £ 35, 318 B A doing 49 7% X.. When meeting a new person, it is
fine to introduce yourself by your first name only... #= When introducing yourself to another
professional or customer, your introduction should be brief, friendly, informative and confident.
7 4 F when 71 569 B FR B G 89 £33 5 24 09 B ARAER], 42T AR ETF SO A
B s Ho 1% 5 2 3EARE you, TR

3. Avoid slouching, shouting, taking large bites of food or drinking very quickly, crossing your
arms, hugging or touching the other person or any other gestures or contact considered rude or
aggressive. REXAFATR, K EvE, REEHE, WFHM, MBI ARBIA, MLk
N A TRALIR R vl ok 18 A8 S A R ARk

AR K AL 6], EB25H#) 2 avoid doing something, considered rude or aggressive &
i X 593 42754 any other gestures or contact #9 & & .

Exercises

V4 DY Reading Comprehension |4

I. Answer the following questions according to the text.

1) Why is introducing oneself an inevitable part of life outside the home?
2) What are the five ways to introduce oneself ?
3) What is the proper etiquette when you introduce yourself to another professional or customer?

4) How should an introduction letter begin?
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5) What is also a part of making a first impression besides the words you use in the introduction?

6) What gestures are welcoming, inviting, polite and friendly?

I1. Choose the best answer to each of the following questions according to the text.

1) Which of the following behaviors is proper when you introduce yourself?
A. Keep your eyes on the person you are talking to.
B. Speak loudly to make yourself heard.
C. Keep talking about yourself.

D. Hug the person you meet for the first time.

2) What do we learn from the second paragraph?
A. You’d better introduce yourself by your full name in informal introductions.
B. It’s fine but not required to shake hands with a new person in informal settings.
C. You have to pretend to have something in common with the other person.

D. Manners and courtesy are not important in informal introductions.

3) You can show your interest in the other person by
A. talking about yourself all the time
B. asking about some personal questions
C. repeating his name twice

D. remembering his name

4) The word “disheveled” (Para. 6) most probably means
A. untidy
B. tired
C. dirty

D. casual

5) What can we infer from the first sentence of the last paragraph?
A. The words in written introductions are only part of making a first impression.
B. Body language is a key factor in every kind of introduction.
C. Words and body language both show what kind of person you are.

D. Only in written introductions are the words important.
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II1. Match the English words in Column A with the English explanations in Column B.

Ve N\
: Column A Column B \I
: l.inevitable A. an important social or religious event :
: 2.etiquette B. having a connection with the subject at issue :
: ____ 3.relevant C. polite behaviors :
: 4.ambition D. unavoidable :
: ______ 5.ceremony E. short :
i _____ 6.brief F. dream or goal E
N .

7 N\
: in contact with occur make an impression on convey ‘I
: follow up with call for do good to extend :
N Y Y —_ Y Y- 7/

1) Exercise your health.

2) Cindy a phone call after sending her resume by email.

3) The present situation rapid action by the government.

4) He brings bad luck to anybody he comes

5) The same idea had to Elizabeth.

6) The boss has agreed the deadline by 2 hours.
7) Sam was sent a message to the General.

8) She her boss with a new dress.

V. Translate the following sentences from Chinese into English.

1) &R B ATa18 5, FlEREB M4 L, (243 RE, (break the ice)

2) e F A AR AR S E A A9 F . (make something something)

3) FEuti B2 KA R4, (when doing...)

4) M 3 SR Ab 6y F 9 25F FANF A L3R5 F . (share something/nothing in common with)

5) 3R RAESFF AR DR FZ B R A A TH 4 F. (couldn’t help but)





