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1 Atreception FRISEFL

Sally

Paul
John

Greeting visitors | Asking somebody's name | Completing a form

E el it & ¥ E £ &
8] [Pl XE A R A e

Good morning, how can | help you?
Good morning. We're here to see Diane Kennedy at 10 o'clock.
Can | have your names, please?

Yes, it's John Carter and Paul Rogers from Australian Power Utilities.
Here's my business card.

Thank you. I'lL just call Ms Kennedy.

Thank you.

And can you complete these security forms, please?
Of course. Excuse me, can | have a pen?

Here you are. Diane? | have Mr Rogers and Mr Carter in reception for
you. Right. Thank you.

Thank you. Please could you wear these visitors’ badges? Someone
will come down to get you in a moment. Please have a seat.

Thanks.
OK.

TR HTER 17 35E



At reception ZERT & #1346 | Unit 1

Did you know? {R 1&g 7

RiEBOHEQEY, RNAFH 26 Aetflite, wREAHR LFLRTF, KA
% F am 2 pm, 427 L% in the morning 2 in the afternoon/evening.

Understanding I2f#% 3]

©2 s—wzth. AFRTANTEEHRN (T) ZREEH (F),

l 1 John and Paul work at Lowis Engineering. T/F
2 Diane knows John and Paul are coming to see her. T/F
3 John and Paul will have to wear badges. T/F
4 John and Paul will have to wait a long time for Diane. T/F
Dealing with visitors at reception ZERI S E&FIHE
Good morning / afternoon / evening, ... . Please could you wear this badge / these
How can I help you? badges?
Can [ have your name(s), please? Someone will come down to get you.
I'll just call Ms ... . Please have a seat.
Can you complete this form / these forms,
please?

3 BTr e EHAS, AT

1 evening, Good help | can how you

?
2 | Can names, your please have

?
3 Please you these complete could forms

?

4 will get come Someone down to you

5 seat Please a have

RHIEARE | 7



4 EAEA A A E AR R R

Receptionist I8 EER Visitor 3gif#&

1 Good afternoon. How can | help you? A Ali Khan.

2 Could you wear this badge, please? B I'm here to see Diane Kennedy.
3 Can | have your name, please? C Canyou give me a pen?

4 Please can you complete this form? D Of course.

5 THZ#4#H - FHWA R, FRFHELENTERILEL,

Lowis Engineering - Visitor Form

Surname / Last name

First / Given name

Company address

Email

Visiting

Time in 7-30 Time out

Signature __Jofu Carter

lian Power Utilities

inaging Director

Block 7 Industri:
Canberra
Email: carter@apu.com

6 MECHMBEREES —KiFERLE,

8 | FIMHIERAE



At reception ZERT & #F40 | Unit 1

Language tip i 5 /MER

Telling the time B [E]AYi55% -

9 & ¥ LU nine o’clock 2 nine am
11.157% LLi# a quarter past / after ()
eleven = eleven fifteen (am)

14.307 VL% half past two 2 two
thirty lpm]

19.457 LLi% a quarter to eight =
seven forty—ﬁve (pm).

Speaking £15%: 3
Q)7 nesnerresaniossdus, xn—fnEs 7. RER
01-02 T%ﬁkﬁ%,é%;mNia#Eﬁﬁ W EEFBE, A
cD FHGEFH., REFS028FF, RS EHTHE

You  Good morning madam, can | help you?

Guest Yes, | have an appointment with Diane Kennedy for 11 o'clock.
You [Ask her name.]
Guest Jane Taylor from Taylor and Curtiss Consultants.
You [Ask her to complete a security form.)
Guest Canyou give me a pen?
You (Offer a pen.)
Guest Thanks.
You [Ask her to wear a visitor badge.)
Guest  Of course.
You [Ask her to have a seat and say someone will come to get her.)
Guest Good! Thanks for your help!

Now you ¢an
he visitor's name

Ask for't
Ask the visitor to complet

Complete a fO

eaform

m yourself

R ATERIASEE



2 Companyvisitors NFEIHE

Welcoming visitors to a company | Introducing yourself | Taking visitors to a meeting

Jasmine  Excuse me, are you John Carter and Paul Rogers?

John Yes, we are. I'm John Carter and this is my colleague, Paul Rogers.

Jasmine Hello, I'm Jasmine Goodman.

Paul Hi.

John Hi.

J Diane Kennedy asked me to meet you. Welcome to Lowis

asmine -

Engineering.

Paul Thank you.

John Thank you.

Jhsine Come this way, please. We need to take the lift or, as you'd say,
the elevator to the 3rd floor.

Paul It's a great building.

Jasmine  Yes, itis. It's a nice place to work.

10 | HIMETERIHHEIE



Company visitors A& 35% | Unit 2

Did you know? {R£Ni& 052

b e g
S
Ko

Understanding I2f#4% 3]

@2 sr—mzk, M yesskno HALIFA
e 1 Do John and Paul know Jasmine already?
2 Does Jasmine work at Lowis Engineering?
3 Do they need to take the Lift?
4

Does Jasmine like where she works?

Key phrases EE&Ri%E

Meeting company guests iEEF AT R A

Excuse me, are you ... ? Come this way, please.

I'm../thisis .... We need to take the lift / elevator / stairs
Diane Kennedy asked me to meet you. to the 3rd floor.

Welcome to ... .

Practice L% E %

3 UTHEATFHELERHPERRE

1 Excuse me, A to our company.

2 |'m Paul and B take the stairs to the 1st floor.
3 Ms Kennedy asked C are you Paul Rogers?

4 Come this way, D thisis John.

5 Welcome E me to meet you.

6 Weneedto F please.

R ETERIAZEE | 11



LTS % B8 1F
T 74

P

1 is my this John Carter I'm and colleague, Rogers Paul

2 floor We to take need the to lift the 3rd

3 Carter me, Excuse are Mr you

4 way, Come this please

5 Carter me asked Mr meet to you.

. HhaETF. BRET F03R XK

Jasmine (1) me, (2) you Ms Ringwood?

Guest Yes, that's right.

Jasmine |I'm Jasmine Goodman. Diane Kennedy (3) me to meet you.

Guest Oh, hello Jasmine.

Jasmine (4] to Lowis Engineering.

Guest Thank you!
Jasmine This way, please. We (5) to take the lift to the 3rd floor.

Guest OK.

12 | FIMETERIHZIE



