LB L iRZZ
FHEEREEHENY @ JElFH

%Ziﬁﬂﬂﬁ

HL_] (©) Iﬁﬁ " 1

Pract; al Engllsh




T HW R B
MtE BSERE ERRmEHM - ﬁﬁﬁ?%@

S ik & % iE

Practical English for Guide Service

e EH

© Xi#F R4t




mEHT
ERFESHRRBRRLERT BT L RIS T L RRKERL D #E#1T
B L, ABABRIER, %S BRI, RAREN TR, 2B SWREBF" AR, EBTR"
AL SW" R AR SR SRR S RIE ZKMA S AL WS TP
FHeB. ANHEERERA WK,

© w@A 2010

B H R E (CIP) 8R

PR IE R R, — A% K HRRAL, 2010. 8
T EALIRE B A R R B A Al B . IRUFZE
ISBN 978-7-80684-978-1 ‘

[.O% [.0Of I OR¥F—KE—RSERBORER—HM
V. (OH31
A AR ] A3 1 CTP i %7 (2010) 55 152980 5

R A XIEE
RN et
FATME B FEH
FAERENT e ST
Hmiit:k &
BRI Tk Rt
FATENG . 3

WAR & AT 8 K ARt

Hibb . KETAMRKAB 105

fiR 4k . 116011

#1135 : (0411)83627430,/83621075

fEH . (0411)83610391/83620941

BT {58 : 2xd @ dlmpm. com
Bl R . KERKEANRIARAA
% B A BHETEAE

pat

P88 R T : 170mm % 240mm
B 2. 10.5
F OIS T

AR IE] 2010 4R 9 B 1 IR
ERRIA 2010 429 48 1 IREIRY
B #:1 ~3000

35 B.ISBN 978-7-80684-978-1
. #r:22.00¢

A E R RO, W S T 2 R R
W -BHER B 15 . (0411)83627430/83621075
SALFTA - ALBT ,



tH it RA

BERHARERERSHERRWERARBS, W EREPLEHFE®
REEEHRISr. HER,  REREPLHFTED LR, VAAMBREERT
RERERFARILTIAL, BT HBA TS,

HERHBFEMBRERSRVRE=REAR R Z —, BB E
BRI AL RBEAIE, 3T HS M REA RSP FR
B EBFFRE RSP F I, R ERE(ER P RPHETREME
RAN ML) A T HM, U REFREEPRLEEHE SRALT THESIOER,
AEHHEMNESP A, FE T84 0EN, S AKEER, 2380
RRMB RS B RN F RS R L EM" KR35,

KREFNHM LR THMERERAALL N, AEMELXE VLR TR ET
PRREFE T RAEEE WEEME LR AH L THEHL B FHFLL.X
MEL ANFREEL N MWL LEFRI, AT HEARIIEMERER L
#E, A H AT, AR T od A R S R T B SR RHTRR , R R
TUTFILAFER

1. FEHb PP B (A& AP 7 T T, S T E G R L U SEBRBE D
28 th T 2456 0%, IR E IR SR A B A S B0l T AR

298 YN 5B ISR, BB 5 B U L BlE R
Bk, g 3 BV AR MRS

3. RPRIEEHT SHOL A BT, 1 E A€ R 1 ik, BERA R
RREARAKE , AR EERHENEMRE LR, U ARASBRNBW 20

4 FTEMBHFRFEL—FFIAER BEHNE EHUBRERER H
FIRM RO ES,

RERWHFEERERK, LR ANA R, B RS 2 e
Bl BB AR, FEHT ZEIT B m i ARRBUH AL L B R 8
FEE N, BRINKEAR, XERFIBH R ERFBFUENTE, AR FHR
W B EFAA B IR TR R SRS, R S O oA R A B 5Tk

A H Rt



i}

B

o ] IE 22 17 3 M T SR e B I ) T SR A S T RO 6 AR, 525 10 4, P EIR
Welk B & B5 40 T R RBBL, BUM RSB KRt K RE K. FEERTFXRER
BIARBE N, TRl L EF G MR . ERME2E, EL0m s, B Rk
% E BRI RE, MXMER AL REAAEFHRS ZHWE. KEEX
TR T W —RAA R E R, LR LRIFEE A, KRB
FEA E R EIR REE A BBRTT 53 4 BT HR BRI LB R R I R R
AA” . '

HE = b 19 B BR AL, SBERRIE A A LR B B R BB AR ELLNIET T
JiE Ik B BN AR B SO AR E R IR 5 AR, Bk, SRR R RN
WHN SN B HOT BT AR S5 o

(IR IEE) F B B BURMEBR REARS  EHTH AR L L R
WS iE L b S L V22 A BEATROA S0, TR o AT PR S ik AT 4 A B B
BEYIBOR, A5 AT A SRR MR BT WA 2 U TR R AL T
AFERAD BE 7 W PPSE R GE BT, IR S B TARME S SR E AR B R 454, LI
W B BRI MR EA B NA . FEBEIRUEREAARHIE k2%
18 3R 5 L L SFE AR A PV RE e B 1

LFURURSBF ALR, TR N RBL U HPEASIR S 3
B OB AR S IEE =K 36 18 MES , WA TSN IR T A A
AR, BT EKNS¥EST BREIEEX S XA AR, HH R AR
B, s e, B B =S EE S AL R 2 — e S Rl
AR 55 AR B TARAE 55, AR SEE S UE R N AR 05, B IR A B 5 R S0 A R AR
AB A X PRRE RE ST

A AT H S AE 5 SRR N RS M e B AR BN T R

L2 BinW. SMEFEIAIMA MK Bis, % B E
HMi .

2.WH SESFRMATE, BN E FTRAES T IMEREEZUN AR S
JEF. EFOTEES LR E, FERMES T EESE, EaRE
FEEFSLYN, A A TRFRFENIE S 5.

3. SEERMESR . ABMEAMES G, B R T AR S AR MRS 5k, LA
— B3 AR 25 B LR R 2 B AT, 3 B A A SR T AR — 1Tl o

4. AFEHR BTt . B MEFREST NERE SRS TERRTFREZE
—BERR.. BEMESOLERS IR W NEE SEEU S RE LR
AR 55 B NEAN B 2 /MU 6 AT RS R B M R R M T — 1R W B A 2



T E AR SRR IS AT, 2R FUESRIE T B2 SRR .
(RUFMR S ITE) B TR BLL R EBEM B £ . TERTHLRY, &%
TREHICICERFOR, HBE T [T RS 3R, MR LRI
B TFEEKFAR, 2z R E M REEAR B2, BP AR SR
ZATE TR, OR RAT T R AR E RIS IE .

G
2010 4£ 9 A



CONTENTS

Project 1 I Want to Be 2 Tour Guide «+++stevseerreeereerirmtiiniimm, 1
Task 1 What’ s the Responsibility of a Tour Guide? — +resrerererarimrercermeaiiaeenes 3
Task 2 Write a Leiter of Aplication for a Tour Guide «:ecerrerisercmviianiiiiinn 6
Task 3 Job INEEIVIEW  ++ererrrsssssrsseserneseeneeenersmnrermmeirresreninaanasaaanasaaeaans 12
Project 2 The Local Tour Guide Service «:--+tcereeeerremrmmmmi, 19
Task 1 Pre-tour Preparation s+ --sesereeeeeermmremmmiimmiii e 21
Task 2 Meeting and Greeting Guests at the Airport — ------eeoereereemeiiiiiiinianin 25
Task 3 Make a Welcoming Speech -+srseeerrrrrerereremeremniimiiianiiiii e, 32
Task 4 En-route Interpretation «+++sssssssrsrerereiiinmiiieieiee i, 37
Task 5 Checkoin SErvices  ««---ce«eesecenserreeruaessorenmereamennmmeemeeionaeennsennon 43
Task 6 Discuss the Travel [HNEIares ««tetrtetsesessarserssicsrtinirsieisiarenressinerses 50
Task 7 Arrange Sightseeing ACtivities «++e++eeerrereerrerrmmriimmiiinieee 60
Task 8 Join the Traditional FeStival «««-«++seererssreernarrarmurrnnriartareuernermieriaennn 75
Task O Arrange Meals ««:resreeseerrettneiiiniiimiiiiii e ]3
Task 10 SROPPIng «+-+++++++++++erssmrmrmnetiariin ittt e 96
Task 11 Seeing off the Tour Group +»«-e--sreeee S PP 107
Project 3 The Tour Leader Services -«r+«-----sstsesssseererarstrinnisniarsrnnenes 115
Task 1 Go Through the Boarding Procedure «-««-s«+ssessseesseesrassrersnssinmnennns 117
Task 2 Go Through Inbound and Outbound Procedure «+««ossereveeeenesiviiieiiiienn 125
Task 3 Take Care of the Group Members in the Air ---corermerereereiiinininian., 137
Task 4 Cooperating with the Local Guide «+++rserseereerrrrermmmim, 144
REFEIEIICE  + v v v rrteerenrnrnentsennurumesisesinetssaueneasesasssiresineisneteietssinseennens 157



rojec

I Want to Be a Tour Guide






Task 1

What'’s the Responsibility of a Tour Guide?

~59

Task Objectives

After learning, you should be able to:
B know the responsibilities of a tour guide
B learn what skills and qualities a tour guide should have, and

M master the useful expressions referring to the tour guide.

FR:RAMBHRRFERN—EQF S, MNTEHERESRE ., &
BEE MNEERARLE: BRIAREMITLATEN? H—2SBEEHLR
BEFN K R

% Warm-up Discussion

Which job in the travel industry interests you the most? For example, waiter/waitress

flight attendant or tour guide?
1) What is your idea of a good job? Put the following ideas in order of importance.
Work in pairs and discuss your choices with your partner.
O a chance to travel
[ a good salary
[J long holidays
L] opportunities to meet people
[] flexible working hours
[] responsibility for other staff
[] teamwork
[ job stability
2) If there is a vacaney as a tour guide in a well-known travel agency, do you like to
get it? Why or why not?




Different tourist guides, national guides, local guides, spot guides/interpreters,
and tour managers, act different role or roles.

What role does a national tour guide play?

National tour guides travel with the tour group throughout China; they represent
the receptive travel agency in China and see to it that the itinerary is carried out
smoothly. What’ s more, they deal with technical aspects of the trip and coordinate all
of the tour arrangements: primary interaction with the tour group in and throughout the
tour on time schedules, regulations, etc. ; and taking care of baggage handling, hotel,
train and ship room assignments, airline tickets, passports, visas, group check-in and
seating, meals, special needs (including special diet) , and health problems.

What role does a local tour guide play?

Local tour guides work in local city or provincial travel service offices. They han-
dle itineraries in specific destinations, do hotel and restaurant assignments, and give
information about local cities and instruction on itinerary. What’ s more, they work co-

operatively with foreign tour managers and national guides.

national guide

s

local guide %
domestic tour guide E N3
international tour guide bR 37
receptive travel agency Bk Tt
itinerary n. JRIFFTRE
package tour 2 Kilgiidid
coordinate v. U E, e
tour arrangement e & HE
schedule n & v. HEZHE
assignment n. 43-fig

tour manager HRWEZHA

According to the reading, answer the following questions.

1) What is a local guide’s routine work?

2) What is a national guide’s routine work?
8




Project 1 | Want to Be a Tour Guide s 5

3) Does a national guide have to make an interpretation at the scenic spots?

%é‘ Task Practice

Presentation: Retell the local and national guide’ s responsibilities according to the

passage above with your own words in class.

%ﬁ‘ Tips

What you should be able to know

SHENTERRZ:

(1) BERARS BRI R R HER H SR & 2 W I 5

(2) MBAIRIEENR R B,

(3) BARBRA XRIIIEHRIEE iz A AT 08 0 R, RIFIRIFER
ANBREFUT=EL%E;

(4) Rt E B ILAER, hBiEH< W BEREFEE;

(5) MAMRWFE NG, el REPEBR SR,




Task 2

Write a Letter of Aplication for a Tour Guide

Task Objectives

After learning, you should be able to:
B know what content a CV covers
B learn the key points of writing a good CV, and

B master the special terms in writing a CV.

B —HR,ENERT, RINBEREEELVSNESHTIE, £%
TAERT, N85 —REXMH(CV), TZMATER? A EHE AR
ZAFREHE?

% Warm-up Discussion

1) What makes a good CV?
2) How long should it be?
3) What should it contain?

ME Reading
I How to Write a CV

There” s lots of advice on CVs and a lot of it differs, so it’ s hard to say exactly

what the perfect CV is. 1’d like to say a good CV should cover no more than two sides
of paper and be divided into clear headings. The first section should include personal
details: name, address, telephone numbers, e-mail address. A photo is preferred by
some employers.

Next comes education and qualifications starting with the most recent things. The
third section deals with work experience—again starting with the most recent job.

I think it’ s important to be brief, so use bullet points and action verbs. You do
not need to use complete sentences as long as it is very clear about what you have done.

Following, this is the section on professional skills. Show the employer your abili-

ties, including your ability to use computer and foreign languages.
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Finally, detail your interests. An employer likes to know what kind of person you
are and things like team sports, for example, show this.
Perhaps the most important thing is show how you meet the criteria in the job ad-

vertisement. Make it easy for the employer to ask you to an interview.

CV( curriculum vitae) n. T

be divided into... B
headings n. e

section n. ¥4
qualification n. &, WAEIES
brief adj. A&

action verb 7R 8l
professional skills £\ Hr 88
Quickies

Are these statements true or false? Correct any false statements,
1) A CV should be no longer than two pages.

2) A CV should always include a photo.

3) You should put the most recent experience first.

4) You should write in full sentences.

5) An employer is not interested in your hobbies and interests.

6) You should adapt your CV to the job description.

Personal Details

Michel Blanc

5 rue de la Liberation

76000 Rouen, France

E-mail : michel_blanc@ yahoo. fr
25 years old

French

Education

Equivalent of British ‘A’ levels; Specializing in economic subjects.

Two years’ vocational training in Leisure and Tourism.




g JRAE%XE

Practical English for Guide Service

Work Experience

Internship at the Ibis Hotel ( Southampton) in charge of 62 bedrooms, three con-
ference rooms.

Supervised the operation of the night shift, dealt with questions and complaints,
implemented routine checks of the hotel, collected and compiled the daily busi-
ness figures and entered statistics into a database to produce the daily reports.
Le Parc (Rouen) Assistant Manager of a three-star hotel (45 rooms, 26,000 cov-
ers p. a. ). Responsible for customer care, staff supervision, sales promotion

(accommodation, seminars, banquets) and accounting.

Professional Skills
Project management, sales, customer care and public relations, budgeting and
forecasting.

Computer skills: MS Office, specialist management software ( HOTIX, LOG-
HOREST, CALLSTAR)

Languages: English, Spanish, and some German
Interests: Sailing, skiing, and diving

Name and Aaddress of Referee
Mr. Clark, Oasis Hotel, 26 Wharf Street, Southampton

I Cover Letter
A short cover letter should always accompany your CV, further illustrating your

ambition of applying for the job.

Robert Harman

678 Foster Park Drive

Any City, USA 23232

October 10, 2006

Mr. Norman Pittman, President
World Wide Travel and Tours, Inc.
17 Almond Way

Any Town, USA 78956

Dear Mr. Pitiman,

Your listing on JobBankUSA. com for tour guides impressed me. You covered everything
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you need in such an employee. It seemed you were describing me! I am a person
who can lead others to exciting destinations and then inform them of interesting
facts about the places they visit. I have experience as an associate tour guide and
I am now ready to manage a group as the leader. I’ ve been on ten tours through-

out Europe and feel certain that my knowledge and experience will qualify me for

the position.

[ have good customer service skills, and I love helping people enjoy and learn

from their travel.

Would you like to meet me and talk over this job? I’ d enjoy speaking with you in
person. Please call me on my cell phone; 123-456-7891 to set up an interview at

your convenience. Thank you for your kind attention to my cover letter and my
qualifications. )

Sincerely,

Robert Harman

cover letter SRER(E

illustrate v. ik, #&H
associate adj. JEIEF A HER s BIRY
at your convenience TR E ARz

Judge the following advice into two categories, dos and donts. Use interesting color pa-

per.

(1) Write at least two pages.
(2) Repeat what is already on your CV.

(3) Point out professional skills that you have acquired.
(4) Emphasize how you believe you meet the employer’ s needs.

(5) Tell the employer that you will call in to discuss your application.

% Task Practice

1) Write your own CV and show it to a pariner. Ask him or her to evaluate it using
these check points.
® Does it look good?

® Does it list experience starting from the present?
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o [s it too long/too short?
® Is the contact information clear?

® Does it provide a good basis for an interview?

2) If you want to apply for a position in a three-star hotel, use these phrases to com-
plete the cover letter below.
¢ ] am confident...

® ] am available...

Please find enclosed ...

1 am writing with reference to ...

I look forward to hearing ..

1 have experlence of ..

éﬁ‘ Tips

1) What you should be able to know

— {5 B T8 s LR 4 B TE A B LR AB B Ao T8 7 AR X — M 23 24 Personal
Details , Employment History ,Education and Qualification , Awards X JL¥4r. B L
TR O 58 «

(1) SFrEERRARMERENER;

(2) MR T HAt B 5 AVRRYEEFTAE

(3) RERERNFE  NEHRENFARE;

(4) HH—BREET N AEE ZEREREMBEIEN . T/E20 Bk,
RIS N EE AL JuEd

(5) MmEEEARNEEAR, REERTERKA,

2) Useful expressions in writing a cover letter

® [ wish to apply for the position of ... which you advertised in ... on Oct. 9.
HAHELT 10 A9 HAPREE:--- B/ BN,

® [ am keen to fill a job vacancy with your company.
BARSE B E R AR 8 —0 AR

® [ write this letter to apply for the position that you have advertised in China Daily.
FRA RN TR AR P E B4R AR,

® Your advertised position of tour manager interests me.
RO S BB TERRIGER,

® [ am writing this letter to recommend myself as a qualified candidate for the job

of senior tour guide you have advertised.

RERH#AE A O RSP EERMTR SN 48 A%,



