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Lesson 1. Receiving Visitors

Part One

"Most large organizations employ a receptionist.
The work of a receptionist is interesting and va-
ried. She has a lot of dif ferent things to do. The
work is also important because the receptionist +is
the first person visilors see when they cometoa
firm. So the receplionist gives them the first idea
of the firm.

Rose is a receptionist at Modern Of fice Limited.
In this part Rose will speak to Mr Hussein, who
has an appointment with the Sales Manager Mr
Skelli at 11:30.

Here comes Mr Hussein.

ROSE. Good morning. Can I help
| you?
MR HUSSEIN: Good morning. Is this Modern
Office Lid.?
ROSE; Yes it is.
MR HUSSEIN; I have an appointment with
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ROSE;
MR HUSSEIN:

RCSE:

MARIA;
ROSE:

MARIA.
ROSE:

MARIA,

ROSE:

MR -HUSSEIN:

MARIA,
MR HUSSEIN,

¢ 2 o

the Sales Manager at 11.30.
May I have your name, please?
Hussein. Omar Hussein. I’m
from the Gulf Trading Com-
pany.

L.et me see «+ Ah yes, Mr Hus-
sein.Please take a seat, Mr Hus-
sein. I’ll tell the Manager’s
Secrelary you are here.
(DIALS)

Mr Shelli’s Office.

Hello Maria, this is Receptitin.
Mr Omar Hussein is here. He
has an appointment with Mr
Shelli at 11.30.

Mr Omar Hussein?

Yes, he’s from the Gulf Trading
Company.

Oh, yes, that’s right. I’ll come
and fetch him now.
Thanks.(REPLACES PHONE) Mr
Shelli’s secretary is coming
down now.

Thank you..

Mr Hussein?

Yes, that’s right.




MARIA;

I’m +the Sales Manager’s
secretary. Please come this
way. I’1ll take you to his of-
fice.

The second visitor is Mr Li. He has not an

appointment, but he wants to see Mr Shells.

MR LI
ROSE;

MR LI:
ROSE;

MR LI:

ROSE:
MR LI

ROSE.:

MR LI

MARIA.,
ROSE;

Good morning.

Good morning. Oh, good morning, Mr
Li. How are you?

I’m fine, thanks,and you?

Oh, busy as usual. Do you want to
see Mr Shelli?

Yes, please.

Have you an appointment?

Er e No, I haven’t. You see, I only
arrived back in the country this morn-
ing.

Well, I know he’s busy at the mo-
ment but I’1l ask his secretary when
he’ll be free. Please sit down.

Thank you.

(DIALS)

Mr Shelli’s office.

Oh, hello Maria. It’s reception again.
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MARIA.,

ROSE,

MR LI,

ROSE:

MR LI

ROSE,

MARIA,

ROSE;

""" " MR LI

~: ROSE;

Y MR LI,

ROSE:

MR LI:

I have Mr Li here. He hasn’t an
appointment but he’d like to see Mr
Shelli. When will he be free?

Let me see « Well, Hmmm, he’ll be
free about 12.30. Can Mr Li wait?

Mr Shelli will be free about half past
twelve. Can you wait?

What’s the time now?

[t’s nearly 12.00.

Oh that’s fine. "1l wait.

(TO MARIA) Maria, Mr Li will wait.
Right. I’ll fetch him when Mr
Shelli’s free. )
Thanks. (REPLACES PHONE) (TO MR
LIy She’ll come and fetch you later.
Thank you.

Where are you staying, Mr Li?

At the Plaza.

The Plaza?

Yes, I usually stay there.

. Part Two

In this part you will first hear Rose talking to

Mr Lefere, who has an appointment with Mr Bal-
lito,the Director, at quarter past ten. Rose checks

*
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that Mr Ballito is -expecting Mr Lefere and then
directs Mr Lefere to Mr Ballito’s office.

MR LEFERE:

ROSE:;
MR LEFERE.

ROSE;

MR LEFERE:.

ROSE:

OPAL:
ROSE,

OPAL,

ROSE,

Good morning.

Good morning. Can I help you?
Kr, ves. I have an appoiniment
with Mr Ballito at quarter past
ten.

May I have your name please?
Paul Lefere «+ from the Inter-
national Hotel Group.

Thank you. Please take a seat,
Mr Lefere,and I’1l phone Mr
Ballito’s office.

(DIALS)

Mr Ballito’s office.

Hello, Opal. This is Reception.
Mr Lefere is here for his 10:15
appointment.

Oh yes Rose. Mr Ballito’s ex-
pecting him, He is in Room 9
on the first floor.
Thanks.(REPLACES PHONE))Mr
Lefere, would you please go up
to Room 9 on the first floor.Mr
Ballito’s expecting you.

038091



MR LEFERE;
ROSE;

MR LEFERE:

Room 9 on the first floor.
That’s right. The stairs are on
the left.

Thank you.

The next visitor is Mr Sing, who wants to

know about contracts for office furniture And

Rose directs him to Mr Shelli’s office.

MR SING,
ROSE,

MR SING;.
ROSE;

MR SING;:
ROSE;,
MR SING;

ROSE:

e § o

Excuse me.Is this Modern Office

Ltd.?

Yes, that’s right. Can [ help

you?

Well, I’d like to see the Di-

rector about contracts for office

furniture. Here’s.my card.

Thank you. (READING CARD)

Mr Sing. Have you an appoint-

ment, Mr Sing?

BEr e« No, I’m afraid I haven’t.

Well,the Sales Manager usually

deals with contracts. That’s Mr

Shelli.

Oh, is it possible to see him
now?

Just a moment please.l’Il phone




HR SING,

MARIA,
ROSE,

MARIA,

ROSE,

MR SING,
ROSE;

MR SING,

1, appointment

his -secretary to see if he’s free.
Please take a seat.

Thank vou.

(DIALS)

Mr Shelli’s office.

Hello Maria. Rose here, Reception. I
have a Mr Sing here. He wants to
know about office furniture con-
tracts.ls Mr Shelli free to see him?
Yes, he is.In fact, he’s in his office
now. His 10:15 appointment was
cancelled. Send Mr Sing up.

Right. (REPLACES PHONE) Mr
Shelli is free, Mr Sing. Please go
up to his office. It’s Room 38 on the
second floor.

Room 3 on the second floor.

That’s right. The stairs are on the
left «« or there’s a lift at the end of
the corridor.

Second floor -« I think I’1l take the
lift.

Notes
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2. the Sales Manager B4 R A
3. the Gulf Trading Company #&% 5 AF
4. to fetch BV
5. at the moment B
6. to be free about half past
twelve ELRALEAAESR
7. first floor R, —BGD
. to expect i HIfE
9. office furniture HAK A
10. to deal with IrER, Ao
11. to cancel B
12. lift B (3)
13. corridor 7 KR
Test (1)

Answer questions. Here are twe examples;
Is Rose a receptionist?
Yes, she is.
Is Mr Li a secretary?
No, he isn’t.
Now you answer the questions:
1. Is Mr Shelli a manager?
2. Is Maria staying at the Plaza?
3. Is Mr Hussein from the Gulf Trading
Company? ’




Answer the following questions in a different
way. Here is an example;

Is Mr Shelli the receptionist?

No, he isn’t. Rose is.
Now you answer;

1. Is Mr Li a secretary?

2. Is Mr Hussein a manager?

3. Is Mr Shelli from the Gulf Trading

Company?
4. Is Maria staying at the Plaza?

Test (2)

In this test you can be Rose talking to Mr
Sing. First you hear the conversation between
Mr Sing and Rose, and then you’ll act the
part of Rose, giving the replies as Rose does.

Sing:; Excuse me. Is this Modern Office Litd?

Rose;

'Sing, Well, I’d like to see the Director about
contracts for office furniture. Here’s
my card.

Rose;

Sing:; Er «+ No, I'm afraid I haven’t,

Rose;




Sing: Oh, is it possible to see him now?

Rose:
Sing; Thank you.

s 10 o




Lesson 2. Making Arrangements

Part One -- Requesting Information

Mr. Shelli is the Sales Manager of Modern
Office Limited .He buys of fice equipment in Europe
and sells it in Dongali. The equipment is usually
sent by sea. Today M+ Shelli is enq;u'ring about
a shipment of typewriters that he is expecting.
His Secretary Maria telephones the United Ship-
ping Agents Ltd. Mr da Costa of the shipping
agents tells Maria that the shipment should arrive
on Saturday and it usually takes two days to unload
the cargo ard clear the Customs. Maria says she
will telephone Mr da Costa on Tuesday morning
to ask if the shipment is ready for collection. A

Here is the whole episode.

MR SHELLI, Maria, I am waiting for some
more typewriters to arrive --
we’ ve nearly sold out.

MARIA, When should they be here?

MR SHELLI, We ordered them two months
ago so they should be here by
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