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UNIT 1

Meeting for the
First Time

WARM-UP

Work with a partner. Look at the visitor
pass, and role play a short conversation
between an office visitor and a receptionist,
Then listen to for the sample
conversation.
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VISITOR PASS

MNAME

COMPANY

| VISITING

REASON

TIME IM

DATE

Checklist

In this unit, you il learn about . . .
W Greeting visitors
W Making visitors leel welcome

W Making introductions and
getting started

--h""'u_

Casey Jones
Attica Marketing

TV commercial meeting with Shawn
Tuirner in Marketing

1000 a.ma. | TIME OUT 11:00 a.ma.

5/8

\\\



10

TSN AT RECEPTION =

Listen to the corversation. Then, fill in the blanks with the words below,

for a meeting have your names
must be worn visitor form

A couple of guests walk through an entrance’ into the

reception’

Receptionist: Hi there. How may | help you?

fames: We're here on behalf of The Klein Group.

area of a large company.

We have an appointment’ with Ms. Farmar
at 10:30.

Receptionist: OK, Could | . please?

fames: I'm James Davis and this is Emma Smith.

Recephonist;

Great. | just need you to fill out this @ for
security’ purposes’. Please write your full names, company, telephone
number, and purpose of the meeting.

james: Sure. No problem.

(The receptionist calls Ms. Farmar [IEITE the quests complete® the form.)

Recephonist

: Hi, Josephine. I'm with James Davis and Emma Smith from The Klein

Croup. They're here 3 with you at 10:30. {Pause)
Yes, OK. Will do. Thanks. (Hangs up the phone)

I've got a couple of icIEntity’ badges” for you which @
at all times. Here you are. Please take a seat over there, and Ms. Farmar
will be with you shortly.

CHECK YOUR UNDERSTANDING s

Listen and check the correct answers bosed an the conversation.

1.

2

X

@ To join a training course @ To give a presentation

@ To have an interview @ To have a meeting

@ |t is for booking a room. @ It is for security.

@ Itis the law. @ |t's The Klein Group’s policy.

@ Guests cannot take them off. @ Guests are allowed to take them off later,

@ Details must be written on them. @ Information must not be changed.



LANGUAGE NOTES
WORD BANK

1. entrance [ £ntrans] n,

I'll meet you at the building's entrance in five
minutes.

2. reception [r"sepfon] n.

When you get to the office, ask for Mr.
Haynes at reception,

3. appointment [2 paintmant] n.

Mark checked his calendar before making an
appointment.

4. security [s1"kjuratt] n.
Donald thinks that home security is very
important.

5. purpose [ papas] n.
The purpose of this meeting is to solve our
problem.

6. complete [kam’plit] v
We will complete the project by Friday.

7. identity [ardentati] n.

To get into our building, vou have to show
your identity carc.

ENGLISH CORNER

© 1. matcinG

8. badge [ bads]n

Meeal left his name badge al hame, which
caused him trouble getling into the meeting,

PHRASES

on behalf of

On behalf of the board and CEQ of Unicorp,
| welcome all of you,

fill out

Fill out this form and give it to the receptionist
when you're done,

hang up
Frank was so angry that he
hung up the phone.

USAGE TIPS

Here you are.
Often said when handing sormething over fo
someane. You can alto say "Here."/“Here it is."f"Here

you ga,”

Az Could you pass me the pen, please?
B: Here you are.

SENTENCE PATTERNS

= John fell asleep while he was in a meeting.

Wirite the letters of the correct responses next to the questions or stafements,

1. Hi, how may | help you?

3. Please sign here.

4, Where should we wait?

2. Could you tell me your names?

@ I'm Dave Thomas and this is Jill Foster.
@ Sure. No problem.

@ Over there by the magazines is fine.

@ We're here representing Berg Group. ”

TINLL ISHE ATLLHOA ONLEENN



@) 11. USEFUL EXPRESSIONS
Listen to B, and practice saying the sentences below.

Good morming [ afternoon / evening Asking for someone’s name

Hello Can | have your name, please?

Hi Would you please give me your name?

Hey

What is your name?

Whao is speaking?
AsKing what someone needs

How can | help you today?

/] eI
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tﬁ Asking someone to do something
How may | help you? N + Could you please (il out this form)?
What can | do for you?
Do you need anything?

What do you need?

| Would you mind (giving me your 10)?

| Can | get you to (signh yvour name), please?

Please take a seat over there.

Please (follow me).

@ ROLE PLAY

Create o conversation. Take tums being the Receptionist and Visitor. Then listen to il
for the sampie conversabion.

Recepbionist:  Hello. How can | help you?

Vistor:  Hello. | have an appointment with Mr. Truman at 3 p.m.
Receptionist: (Ask the visitor for his/her name.)

Visitor:  Yes.I'm_ (ngme) from_ (company) .
Recephionist: {Ask the visitor to complete a securnity form,)

Visitor:  OK. Here you are.

Receptionist,  All ight. Let me take you to Mr. Truman.
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VAN MEETING COMPANY GUESTS =

Listen to the converiation. Then, fill in the blanks with the words below.

1just had She shouldn’t be more than
I'll bring that out We're here to see

Ms. Farmar's assistant, Fran, comes out to meet the guestsin |
reception.

Frarr:

James:

Fran:

James:

Framn:

Errnrn:
Jarnes:

Fran:

Ermvmicr:

Frar:

Hello, you must be James and Emma.
Yes, that’s us. @ Ms.

Farmar.

Ms. Farmar is currently” in another
meeting, which is taking longer than expected”. She apologizes® for the wait.
I'm her assistant, Fran.

It's OK. We've got the whole morning off, so it's no bother’.

& 15 minutes. Can | get you some tea or
coffee while you wait?

I'm fine, thanks. @ a coffee.
A green tea QISR Rt Aol , if you have it. Thanks.
My pleasure, @ QLR NTE T Please let me know if

you need anything else.
Oh, where's the restroom"?

It's down the hall’, last door on the left.

CHECK YOUR UNDERSTANDING s

Listen and check the correct answers based on the comversation.

_ 1. @ 5he's got the morning off.

@ 5She's not at the office today.
@ She forgot about the meeting. @ She's in another meeting.

2. @ He'll come back in the afternocon. O 15 minutes is the maximum he can wait.

@ He doesn't mind walting. @ |t is inconvenlent for him and Emma.

3. @ Make tea and coffee for everyone @ Bring some green tea out for James
@ Take the guests to Ms. Farmar’s office @ Tell Ms. Farmar to hurry up

13
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YZXEES INTRODUCTIONS AND SMALL TALK e
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Listen to the corversation. Then, fill in the blonks with the words beiow,

face-to-face
heavy traffic took good care of

Fran the visitors {24 her boss.

Froan:

Ms. Farmor:

Errm:

Ms, Farmar:

Jarmes:

Ms. Farmar:

Emma:

Ms. Farmar:

Emrma:

Ms. Farmor:

from the screen

Ms. Farmar, this is Emma and James from The
Klein Group. fﬁ =
Ah yes. It's nice to meet you both )

@

Yes, it's good to finally meet you away
@ !

=

Please excuse' me for the delay’. | hope I'm not holding you up too
much.

It's no problem at all. Fran & us.

Good. And how was your journey’ here? | heard there was
@ because of a big crash” on Route 64.

It was fine. We managed’ to avoid” the traffic, luckily.

That’s fortunate’. OK, so before we discuss anything further®, I'd like to
say that I'm very excited about our companies working together.

We're also really pleased to be working with you and can’t wait to get
started.

Waonderful. It's good to know that we're on the same page. I'm sure
everything is going to turn out well. Let’s start then, shall we?

CHECK YOUR UNDERSTANDING ez

Listen and check the correct answers based on the conversation.

1. @ They have spoken on the phone. @ They spoke before online,

@ They had never met before. @ They used to be coworkers.
2. @ They got stuck in traffic. @ They got lost.
@ They had an accident. @ They were able to avoid traffic.

3. @ 5She thinks they need to be careful. @ She thinks they need good luck.

16

@ She is looking forward to it. @ She says it's not confirmed yet.



UHES PHOTOGRAPHS EEENGEE
Listen and choose the sentence that best describes the photo.,

IINLL ISHE AHLHOA ONLLAENN

QUESTION AND RESPONSE FEi@D
Listen and chooste the best response to the senfence you hear.

GUIES SHORT CONVERSATION NGRS

Listen ond answer the questions.

9am.-12p.m. Management Meeting
1pm.-2pm. AllGo Solutions—Video Call
215 p.m. =3 p.m. | Meet with client=Jeff Thompson
Ip.m.—4p.m. | Meetwith client—Irene Gibbons (ClearSky)

4153 p.m. -3 p.m.  |Jobinterviews for Marketing Manager

8. Atwhat time is the conversation taking place?

91 pm. © 1:30 p.m.
@ ? pm. @ 2:30 p.m.
9. Why does Ms. Gibbons arrive early?
9 To join Mr. Farnley for lunch @ To have a longer meeting
@ She's busy later, @ She confused the times.

10. Look at the graphic. When can Mr. Farnley probably meet Irene Gibbons?
@ Before the video call © Right before meeting with |eff Thompson
@ Right after meeting with Jefl Thompson @ Alter the job inlerviews

19
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