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SESSION 1
 'Getting to know one another'

activity



SESSION 2
Initial evaluation
Photocopy 1 Jobs and
industries





SESSION 3
Photocopy 2 Places and
departments
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iNTRODUCTIONS AND GREETINGS

What do you do when you meet someone
for the f irst t ime?
What do people do in different countries?

introducing yourself





Complete the conversations

A:  excuse me, .....................
(1) naem Marriot?

B: No, it ............ . .......... (2)
name's Crossman.

A: Oh, I'm sorry, ms
Crossman.

c: excuse me,  ........... ........... (3)
Mike watson?
d: yes, ............... ................. (4).
c: ........................ Roger Miller.
pleased to meet you.

e: .............. ............ (5), are you Mr
nawab?
f: No, ............ ........... (6). I'm Mohammed
farique.
3: oh, ............. ............. (7), mr farique.





saying where you’re from

The world-wide company has offices in New York, Washington,
Hawaii, Bogotá, Harare, Amman, ABu Dhabi, Tehran, Brussels,
Munich and Moscow together with many offices in Asia including
Beijing, Shanghai, Kuala Lumpur and our head office in Tokyo.
In addition to these offices, Fujitsu owns nearly 500 computing
and electronics companies and has operations in more than 100
countries.

Fujitsu Limited is a world leader in
information technology and electronic

devices.



what business is fujitsu in?
fujitsu has an office in these countries. is
this true (t) or false (f)?

1.
2.

1 The United States    T
2 Russia
3 Mexico
 

4 Malaysia
5 Spain
6 Germany

7 Iran
8 Chile 
9 Jordan 
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3. fujitsu has a conference each year. Listen to
these guests registering for the conference.
match the guest’s name to the office.

NAME
1 Anopow
2 Brown
3 Hernández
4 Singh
5 Narayan
6 Yin
7 Pousset
 

OFFICE
Brussels
Beijing
New Delhi
Colombia
Moscow    1
New Delhi
New York



what do the people say?

GREETING

1 How are you?
2 
3 How do you do?
4 It’s nice to see you again.
5 
 

RESPONSE

1 
2 Pleased to meet you, too.
3 
4 
5 Hi.
 



introducing
other 
people

Oh, not too bad. Giovanni, do
you know Brian Turner, our new
Personnel manager? Brian, this
is Giovanni Toncini. He’s from

Italy. He works in Milan.

Have a seat, 
Giovanni.

Please, call me 
Giovanni.

Pleased to meet you, 
Mr Toncini.

Just fine, fine. 
And you?

And I’m Brian.
Yes, please. Cream 
and sugar, please.

Hello, Giovanni. Good to
see you again How are

things?

Thank you.How about some coffee, 
Giovanni?



Yes, please. Cream 
and sugar, please.

Oh, not too bad. Giovanni, do
you know Brian Turner, our new
Personnel manager? Brian, this
is Giovanni Toncini. He’s from

Italy. He works in Milan.

Have a seat, 
Giovanni.

Please, call me 
Giovanni.

Pleased to meet you, 
Mr Toncini.

Just fine, fine. 
And you?

And I’m Brian.

Hello, Giovanni. Good to
see you again How are

things?

Thank you. How about some coffee, 
Giovanni?





what do you think the people
are saying in these situations?

JILL KNIGHT:
BILL ROBERTSON:

Mrs Choudhry:
Mr Madras, Head of Personnel:
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occupations
Listen. Does the caller want to speak to Robert Brown or George
Braun?



HOW MANY JOBS CAN YOU NAME?



PUT THE JOBS UNDER THE CORRECT HEADINGS.

AdministrativeProfessional and 
technical

Clerical and
office



Telephoning
Stephanie Ferguson
is calling ABC
Software. 
How many people
does she talk to?
Who does she want
to talk to?
Complete the
conversation.



conversation
practice
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finding out info
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