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Self Introductions

« Simple self introduction
« Casual self introduction
« Formal self introduction

% Prepare different self introductions for different
situations!
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Exchanging Business Cards
« As a rule, the visitor with lowest rank should give
out their business cards first.
« Give with your right hand, receive with your left.
« Keep your own business cards is a special case.
« Store business cards you have received in a folder.
Try to remember when and where you met that
person.
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Bowiing
« Bowing is a unique way of greeting people in
Japan. One’s feelings can easily be expressed in
the depth of a bow.
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ADpeaIance

%‘;—; . ;;X\\,mmm\ﬁm) Hair « Do you look like you just woke up?
\ poss  rx L « Will your hair get in the way?
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« TR L) » Are your clothes creased or dirty?
< « Is your shirt hanging out?
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» « Is your underwear showing?
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Greetings

e It is said that greetings are the start of personal
relationships.
« Tips for good greetings:

» Be bright and cheerful. Make eye contact
» Use greetings at any time

» Take the initiative to go first
» Don’t forget to bow
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Speeches - Preparation

« If you are not given a topic, or the topic is too
broad, choose something that you know about or
something you are confident to speak about.

« Consider your audience when choosing a topic.
Are they kids, the elderly, or ...?

« Consider why you were asked to make a speech.

« Confirm the length of the speech and if there will
be a break.

 Check out the place and its facilities. Do you need
to book the projector, etc?

« Check the location in advance. Do you know how
to get there?

« Get the contact details of the person in charge.

« Practice as much as possible.
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Speeches - On the Day

« Be well rested

« Speak with confidence

« Show emotion

« Don’t use kanji you are not used to

« Try using quizzes, jokes or games to keep the
audience interested

« Try to speak, not read the script. Eye contact!

« Leave time for questions
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Speeches - Afterwards

e Do a survey if possible
« Thank people who helped you prepare
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