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Unit1 E5ES

Business Reception

1.1 ZFEiEXHE English Dialogues A, B, C, D

(In the following dialogues: R = Receptionist, H = Mr. Owar Hus-
sein, M = Maria, the Sales Manager’s secretary, S = Mr. Shelley,
the Sales Manager, Li= Mr. Li, a visitor.)

=

oo

=

Dialogue A

: Good moming. Can I help you?
: Good moming. Is this Modern Office Ltd. ? I have an appoint-

ment with the Sales Manager at 11:30.

: May I have your name, please?
: Hussein, Omar Hussein. I'm from the Gulf Trading Company.

Let me see ... Ah, yes, Mr. Hussein. Please take a seat, Mr.
Hussein. Il tell the Manager’s secretary that you are here. (Dials
the phone.) Hello, Maria, -this is Reception. Mr. Omar Hussein
from the Gulf Trading Company is here. He has an appointment
with Mr. Shelley at 11:30.

: Mr. Omar Hussein? Right. I'll come down now and take him to

Mr. Shelley’s office.

¢ Mr. Hussein?
: Yes, that’s right.
: Pm the Sales Manager’s secretary. Please come this way. I'll take

you to his office.



H: Many thanks.

T8  Notes

1. Maria: ¥HEE

2. Omar Hussein: B/ -RHH

3. Shelley: i##]

4. Modern Office Ltd. : FLINMA S A7

5. I have an appointment with . . . at 11:30; & 11 &2EF -0+ A
vy

6. the Gulf Trading Company: WE W5 A
7. this is Reception: X B R

=

jan

ot

==

. I'll come down now and take him to Mr. Shelley’s office: FEFEK

TEHHAMARDAZEE
I'm the Sales Manager’s secretary: FEHIE LM

Dialogue B

. Excuse me. s this the Modern Office Ltd.?
: Yes, that’s right. Can I help you?
. Well, Id like to see the Director about contracts for office fuorni -

ture. Here’s my card.

. Thank you. So, Mr. Hussein, have you made an appoinlméht with

the director?

: Oh, no, I'm afraid I haven’t.
. In that case, I think it will be almost impossible to see him. But

Mr. Shelleyalsodealswnﬂlcontracts He is the Sales Manager.

: Oh, is it possible to see him now?
: Just a moment please. I'll phone his secretary to see if he’s free.

Please take a seat. (Dials the phone.)... Hello, Maria, Rose
2



here, Reception. I have a Mr. Hussein here, and he wants to
know about office fumniture contracts. Is Mr. Shelley free to see him

now?

: Yes, he is, and he is now in his office. His 10: 15 appointment

was just cancelled. Send Mr. Hussein up right now.

R: Right. Mr. Hussein, the Sales Manager 1s free and can see you.
Please go up to his office. He is In Room 2002 on the second floor.
The stairs are on the left and the lift is at the end of the corri-
dor.

H: Thanks a lot. I think P}l walk upstairs myself anyway .

T Notes

1. Id like to see the Director about contracts for office furniture: FAE K

HHEK (2H) RBRREITHIAZRRGFN S

2. Here’s my card: XEHRMIZH

. In that case, ...: WRIBEEMITE, -~

4. But Mr. Shelley also deals with contracts: {EigF fed: b BT

CHCIE =

. Just a moment please: TH 5

Hello, Maria, Rose here, Reception: HIFHEmT, REEL, K
%68

7. 1 have a Mr. Hussein here; F&3X BA N IEFHE A

9.

. His 10:15 appointment was just cancelled: ftb 10 A—2H 2R

K
Send Mr. Hussein up right now: 55 LiESFHEEE EX

(0. The stairs are on the left and the lift is at the end of the corridor: B

e, BATEREER Rk

11. 1 think I'll walk upstairs myself anyway : FHELRAD LI

3



Dialogue C

H: Excuse me. You are Mr. Shelley, the Sales Manager, aren’t you?

wn

Yes. It’s me,

H: How do you do, Mr. Shelley? I'm Mr. Omar Hussein from the Gulf
Trading Company.

S: How do you do, Mr. Omar Hussein? You’re welcome. What can I do
for you?

H: I'm glad to have the opportunity of visiting your corporation Ltd.
We are interested in your office furniture and hope to make bus-
iness contacts with you. I'd like to have some information about
your usual business practices because we hope to sign some cont-
racts with your corporation Ltd. for the latest products you com-
pany produces.

S: That’s nice. We have been looking forward to having more busi-
ness partners and really hope we can do business together. By the
way, did you have a pleasant trip here?

H: Yes, but not quite. The September 11 Incident is still having neg-
ative effects on many airlines. Many flights have been cancelled,
and [ had to change flights several times. But the journey to be here
1s generally 0. K.

S: I’'m very glad that you have not been held up too much on your

way here. Well, now let’s get down to business. OQur usual prac-

tices are like this ...

E®E  Notes
1. I'm glad to have the opportunity of (doing something) : TRIBFMA



