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1.1 First Impression and Introducing Yourself
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First Impression : EERGHE—EIZR
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» Smile — X EERBANGES
Smiling is an international language.
[H¥F ] 28 (face-to-face communication )
AZAE5E S body language 55%

BREEAZ words 7%
o #H  tone 38%

Your attitude is the first thing people see in a face-to-face communi-

cation.
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» Thanksgiving., appreciation, gratitude — X < 15
Thanksgiving, appreciation and gratitude will make your business easier.
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(5 H#ZETRALEK LB R > F5 X 6 RLTHK : hitp://www.

epochtaiwan.net/webpage/special/water/1.htm )
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have many amazing stories to tell (&5 S =

maintain eye contact ( HH% 77 )

be honest (#E )

never interrupt ( ~E il )

listen carefully to what others are saying ( {f4HHSHR%} 7780 5EE )
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plenty (n) : 74 ~ K&

There are still plenty of product brochures in the Marketing
Department.

(EfTHErIEARS ELTM - )

maintain (v) : #EFf - PR

Dely company maintains close relations with their loyal customers.
(T8EA T M M EEE P R EEAIR G )

interrupt (v) : JE7 ~ FHER

Don'’t interrupt the speaker, ask your questions afterwards.
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Introducing Yourself : BE T8
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Nice to meet you, Daisy. I am Orwell Chang. Please call me Orwell.

= It’s a pleasure to meet you, Daisy. I am Orwell Chang.

= Nice to meet you, Daisy. My name is Orwell Chang.

= Let me tell you a little bit about myself. I am Orwell Chang.
(BELPY - REEFEEIE | FROUSREE - S50UFEE )

Hello, This is Orwell Chang from Best Tech. It’s nice to meet you.

= It’s my pleasure to meet you. I am Orwell Chang from Best Tech.

= I am so happy to see you. This is Orwell Chang from Best Tech.

= It’s really my honor to have this opportunity to see you here. My

name is Orwell Chang and I work with Best Tech.
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I am so glad to have this opportunity to introduce myself to you.

Currently, I am a sales representative at Annabelle Marketing.

= It’s my great pleasure to be here in front of you to present myself.

work at Annabelle Marketing as a sales representative.

= I really welcome this opportunity to introduce myself. I am a sales
representative of Annabelle Marketing.
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be glad to = be happy to = be pleased to = be delighted to
introduce (v) : /T ~ &

This new CEO introduces innovative ideas into business operation.
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The chairman infroduced the speaker to the audience.
(F oA reBsaTam o )
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Application Letter and Autobiography Writing : fE#EUS
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Stage 1: Starting Writing (38%8)

Gathering all the information you need
EEFTAMHEENE - BEIEIRAVE LR (life history) ~ E2E
TAEZFE (job history) ~ ¥t (achievements) E¥fAE (skills) o

Putting your ideas on paper
=ML s BEREENECHTHE LE (marketing
tool) SR ELAKE HE R AAHES 3 -

Ordering and classifying all the ideas
HEF R A SRR BT -
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Stage 2: Composing (3#£%3)

Transferring your ideas into words
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Emphasizing your competence and special events
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Thinking about who is going to read it
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Developing the words into phrases and sentences
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Stage 3: Revising ({&ci)

Reading through what you have written
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Asking others to prove read it
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Checking! Does it make sense?
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