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. Describing Roles

BHIZODVTHMY %

OBJECTIVES

To explain general objectives To describe a role in a meeting To invite questions
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EXERCISE 1 Role-play : Teacher »Grace/Student » Angelina (Switch roles after you read the dialogue)

Grace  Thanks for coming here today.
The main purpose of this meeting is to discuss
how our companies might work together.

We think you are a strong candidate to carry our products.

Angelina Thank you, Grace. I hope by the end of this meeting
we will have a preliminary agreement to offer your clothes in our outlets.
This is our product development manager, Chris Barns.
He will be taking notes during the meeting.

He can also answer any questions about regional promotions.

Grace  Great. I believe you've met Steve Getz, our head designer.
Once we get started, I'd like to ask him to say a few words

about what we hope to achieve in this market.
Angelina That would be terrific. Good to see you again, Steve.

Grace  If you don’t mind, I would like to run through our agenda for today.
There are a number of points to discuss.

If you have any questions, please don’t hesitate to interrupt.

Angelina Great. Why don’t we get started, then?
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Fill in the blanks and read the dialogue.
EXERCISE 2
Grace  Thanks for coming here today.
The __this meeting is to discuss
how our companies
We think you are a strong candidate to our products.
Angelina Thank you, Grace. I hope by the end of this meeting
we will have a preliminary agreement to your clothes in our
This is our product development manager, Chris Barns.
He will be during the meeting.
He can also answer about regional promotions.
Grace  Great. I you’ve met Steve Getz, our head designer.
we get started, I'd like to ask him to say a few words
about what we . in this market.
Angelina That would be . Good to see you again, Steve.
Grace , I would like to run through our agenda for today.
There are a number of .
If you have any questions, please don’t hesitate to interrupt.
Angelina  Great. Why don’t we , then?

FOLLOW UP QUESTIONS | it #

» What will Steve Getz do in the meeting? a. Talk about the company’s goals
b. Write down important points
c. Describe past sales results
d. Demonstrate a new product

» What does Grace ask Angelina to do? - a. Lead a tour of the shop
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b. .As'k questions anytime .
¢. Give a history of her company

d. Postpone an event
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Practice speaking using the following scenarios.

EXERCISE 3

Talk 1 . . . .
. You are a retail buyer for B-Fashions, a popular clothing retailer.

You are attending a negotiation meeting with a clothing manufacturer.
Introduce yourself to the other participants and describe your role.

Talk 2 Talk about your own job. Describe your roles and responsibilities to your teacher.

Talk 3 You are a hotel manager at a beach resort hotel.

oversee all staff / deal with customer complaints
. Responsibilities make improvements / often have to work until late at night

communicate with the heads of housekeeping, accounting, and front desk supervisors

You hired a new receptionist (your teacher) to work at the front desk.
Explain to the new receptionist who you are, what you do and your roles.

WORDS & PHRASES | #- #msomn

» a strong candidate / #h% %%  » preliminary / o, F#i%  » regional / stiso
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» I believe you've met ~ / ¢4 Cle~ TN LB 95 »say a few words / H L&ER %S5
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HOMEWORK

Writing 1 :
= You work for a pharmaceutical company as an account manager.

You are in charge of making sure that payments are made on time in your company’s
account and also promoting new products.

Write an e-mail to the manager of Thomas Drug Store, one of your customers.
Introduce who you are, your position and your role.

Thank the manager for their recent payment and ask if he or she would be interested in
learning about some new products that your company has recently developed.

You are available to visit the store anytime next week.

Writing2 o i i
ring You are an advertising agent. You design ad campaigns.

You work in web design and you are an expert at Internet advertising.

A prospective client, Harold, the head of products from an outdoor sports
apparel company sent an e-mail to your company inquiring about your services.
Send a reply to him. Describe your role to him.

Say that you think an Internet ad would be a good choice.
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