
Making Introductions

The language for introducing yourself and others ranges from formal to very informal, depending on the situation.
Being able to make smooth introductions in a variety of situations can help you to feel more socially confident.

Here are some tips for making introductions:

• When you are introduced to someone, it is common to make direct eye contact, nod or smile, and greet the
person to acknowledge the introduction.

• When greeting someone you have just been introduced to, try to repeat the person’s name so that you
remember it. For example, Nice to meet you, Joan. 

• Depending on the situation, you may need to shake hands, especially in formal workplace or business situations. 

1 Audio 3.1: Listen to four people making introductions. As you listen, record who the speakers are
in each introduction and their relationship. Rate each introduction as formal or informal.

Speakers and their relationship Level of formality

Introduction 1

Introduction 2

Introduction 3

Introduction 4
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Making Introductions (Cont.)

Here are some common phrases for introducing yourself and others:

Less formal More formal

Introducing self: Introducing self:
Bob: I’m Bob. Robert: I don’t think we’ve met. My name is Robert Forrester.
Andrea: Hi, Bob. I’m Andrea. Eric: Very pleased to meet you, Robert. I’m Eric Hand.
Bob: Hi, Andrea. Robert: Nice to meet you, Eric.

Sheila: By the way, my name is Sheila. Introducing others:
Beth: Hi, Sheila. I’m Beth. A: Professor Cummer, allow me to introduce Mr. Li Zhen. 
Sheila: Sorry, was that Bess? He’s a visiting professor from Beijing.
Beth: No, Beth. B: Very pleased to meet you, Mr. Li.
Sheila: Nice to meet you, Beth. C: Nice to meet you, Professor Cummer.

B: Please call me Benjamin.
Introducing others: C: And please call me Zhen.
A: Jim, I’d like you to meet my wife, Stella.
B: Nice to meet you, Stella. And now it is my pleasure to introduce our guest of honour, 
C: Nice to meet you too, Jim. Mr. Harold Jackman.

2 In groups of three, role-play introducing yourself and others using the role cards below.

�

Situation 1: Student A

You are attending a parent-
teacher meeting for the first
time. Meet your daughter’s
teacher. Introduce yourself and
your wife/husband.

Situation 1: Student B

You are a teacher in a school.
Greet the parents who have just
arrived and introduce yourself.

Situation 1: Student C

You are attending a parent-
teacher meeting with your
husband/wife. Meet your
daughter’s teacher.

Situation 2: Student A

You are a manager in an office.
Introduce a new employee to
the Accounting Department
manager.

Situation 2: Student B

It’s your first day at a new job.
Your manager will introduce you
to another staff person.

Situation 2: Student C

You are the Accounting
Department manager. Greet 
the new employee when
introduced.
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