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Preface A

Preface

Song Tianxi

When seeing on my office desk a manuscript entitled Handbook for English-speaking
Tour Guides compiled by Ms. Guo Yanhua and her beautifully-handwriiten message that
asked me to offer some advice and write a preface to the book, I felt discouraged by quite
a few scruples mainly because 1 was afraid I might not be up to the expectations.
However, after a skim over the book, particularly its contents which immediately hit me
in the eye, 1 found myself so motivated that I became a willing slave to the task.

Not seldom do my students complain to me that they are fed up with the “empty
theory” tourism textbook and lectures in classes and cry for as practical things as
possible. As a result, 1 am time and again asked if I can recommend a so-called
“ thirst-appeasing” book on tourism. But to their disappoiniment, I often told them that
that kind of book they mentioned was still unavailable at bookstores. Now, I can say to
them and other college students that I will recommend such a book that they have been
looking forward to.

A book on tourism that combines theory and practice as well as highlights specific
examples, Handbook for English-speaking Tour Guides not only tells how to administrate
tourism, how to be a qualified tour guide, how to lead a tour group, and how the laws
and regulations involved, but also exhausts how to succeed in a test for a tour guide
license and how well learned an English-speaking tour guide should be, serving the
purpose of an Ariadne’s thread by rendering practical help to college students who want
to be tour guide after graduation. This book would not have been made possible without
the rich experience of Ms. Guo, who, a once-tour guide for years, now teaches
Tourism English at university.

Guangdong is one of China’s frontier areas of reform and opening to the outside
world. Boasting of very beautiful mountains and rivers and a strong economy, the
province has an extraordinarily great potential for the development of tourism.
Therefore, more and more personnel to be engaged in tourism there will be sought after.
I sincerely hope that Ms. Guo’s book and some others will contribute a bit to the
country’s as well as Guangdong’s preparation for such kind of men and women badly

needed.
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Practical Skills & Service Regulations for a Tour Guide
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Unit 1
What Is a Tour Guide and Its Job Description
Selir B H TR BE

1. Local Guide, National Guide and Tour Leader $#p&, £ pEFn45BA

®Tour Guide ¥

A tour guide is a person who has acquired a tour guide certificate and is assigned
by a travel agency to escort tourists on their travels, providing them with commentary
and guiding service as well as other travel services.

The basic principles of guiding service 57 AR 43898 19 38 4 JE

(1) Take tourists as the primary consideration and be ready to provide exceptional
service for them.

(2) Safeguard the legitimate rights and interests of tourists.

(3) Combine standardized service with special individualized service.
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Practical Skills & Working Procedures for Tour Guiding

The basic tasks of a tour guide F:3f TYEHIAEANA

(1) Arrange the itinerary of visits and sightseeing according to the contract signed
between the travel agency and the tourists.

(2) Guide the tourists to and around the sites and introduce them to Chinese
culture and the local tourism resources.

(3) Amange for meals, accommodation, transportation, shopping and entertainment ,
and ensure the security of their property and lives.

(4) Answer tourists’ questions patiently and help them solve their problems during
the journey.

(5) Report tourists’ opinions and suggestions to the travel agency and, as
necessary, help to arrange meetings for on-tour feedback.

How can a tour guide successfully guide a tour group S ] A BE R 4 1 BA

(1) Build up a good image.

(DCreate a good first impression.

@Influence tourists with a pleasant personality.

(®Respect tourists and win their respect by working hard and sincerity.

(2) Cooperate well with the national guide and the tour leader.

(DRespect the tour leader and support his/her work.

@Cooperate with the national guide at work.

(3Graciously decline any unreasonable requests.

(3) Determine tourists’ mood and mind-set and provide specific service
accordingly.

(DDetermine their expectations and special needs with respect to their nationality,
occupation, age, gender, social status and travel motivation.

(®Determine their expectations and needs at different stages of traveling.

(4) Help tourists to appreciate the natural beauty around them and point out
things of historical significance.

(D Create an appropriate aesthetic environment and help them exercise their
imagination.

®Convey natural beauty to tourists in a gentle and appropriate manner.

® Local Guide 3b. /&

" The local guide is assigned by the local travel agency. He/She meets the tourists

and provides the local guiding service.



