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Lesson 1

At the

Reception Desk

\




ay Watch the video.
Then practise the conversation in

Play the video Section 1.

Section 1 Convers_ation
Part 1

[DEBORAH AT RECEPTION DESK AS RECEPTIONIST. A
VISITOR APPROACHING]

Deborah : Good morning. Can I help you?
Visitor : Yes, is there a toilet near here?

Deborah  : Yes, just go along the corridor. You can’t miss
It.

Visitor : Thank you.

[VISITOR WALKS AWAY]



Part 2

[DEBORAH STILL AT RECEPTION DESK. ANOTHER
VISITOR APPROACHING]

Deborah  : Good morning, sir. Can I help you?

Visitor : Good morning. Could you tell me where Mr
Baker’s office is, please?

Deborah  : It’s on the third floor.

Visitor : First or third?

Deborah  : The third floor. Just. take the lift to the third
floor, and then turn right. It’s the second door

on the right.

Visitor : OK, thank you!

[VISITOR WALKS AWAY]



Y Read carefully Sections 2 and 3.
wdltd Then replay the video and learn with
Play the video Deborah.

Section 2 Key Grammatical Points
Pay attention to these patterns while replaying.

Giving directions inside a building

first
Mr Baker’s office is second e
. on|the . floor.
It’s (It is) third
(etc)
first "
It’s | the | second | door |on | the rllgf -
third ett.
It’s | on | the right.
left.

Note that:

® ‘the’ is always used before “first’, ‘second’, “third’, etc.
e.g. It’s on the third floor.

® ‘the’ is also used before ‘right’ and ‘left’ when saying where
something is.
e.g. It’s the second door on the right.

* But ‘the’ is not needed when using ‘right’ and ‘left’ to give
directions.
e.g. Take the lift to the third floor, and then-tsrn right.
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Section 3 Useful Phrases and Words

Learn the use of these phrases and words while
replaying.

Greeting

i B ¢

Good morning

o [ s

Good afternoon

Good evening

Offering help to visitors
Can I help you, sir?
Can I help you, madam?

Asking for directions/locations
Is there a ... near hear?
Can you tell me where ... is?

Giving directions
Take the lift to ...
Go along ...

Turn right/left.
Then (go) ...

You can’t miss it!



Thanking a stranger.
Thank you.
Thanks very much.
Thanks a lot.

Other words you should know

The receptionist is talking to a wisitor at the reception desk.

The lady is pushing the door of the toilet.
6



The woman is walking along the corridor.

The gentleman is waiting for the /ift.



Section 4 Exercises
Exercise 1 Fill in the blanks

Fill in the missing words in the following conversation. The
first one has been done for you.

Receptionist

Man

Receptionist
Man

Receptionist

Man

: Good morning, . (1) sir . Can 1

(2) you?

: Oh, yes, good morning. Er, can you

3) me where Mr Baker’s office

is?

: I’s on (4) third floor.

-
.

o

Er, sorry, (5) or third?

" The (6) floor. (7) the

lift to the third floor, and then (8)

right. It’s the second (9) : on the
right.

Thanks very (10)



Exercise 2 Multiple choice questions

Look at the building directory given below. Then circle the correct
words in the dialogues. The first one has been done for you.

BUILDING DIRECTORY

310 Lucy’s Studio

%}(1) Far East Co. Ltd.
311 Dr Brown

212 Smith Solicitor 312 Galaxy Publlshmg

213 Brown’s Shoes | 313 House
Dialogue 1
1. Jean : Good morning. Can I ... you?
A. see @ help
B. serve
2. Jack : Yes, can you ... me where Mr Smith’s office is?
A. help C. take
B. tell
3. Jean : Yes, certainly. It’s on the ... floor.
: A. first C: -third
B. second
Dialogue 2 ,
4. Amy : .. adoctor’s office here?
A. Is there C. Where is
B. Have
5. Robert : Yes, there’s one ... the third floor. Room . .
A. at/ 213 C. on /311
B. near / 310



Exercise 3 Sentence completion

Look at the floor plan given below. Then complete the sen-

tences.
\_ &
201
Mr White
\_‘ GENERAL g
OFFICE %
202
Mr Scott

U
203

Mr Campbell

N

204
Miss
Smith

Lift

\_

205
Mr
Bell

\
206

Mr
Tayler

1. P’m at the reception desk on the ground floor. I want to
go to Mr Tayler’s office. Can you tell me where to go?

It’s on (1) the second floor

. Take the lift

2)

It’s the second (4)

and then (3)

how to go to Mr White’s office.

. Turn (1)

It’s the (3)

and then turn (2)

I'm walking out of the lift on the second floor, tell me

10
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(Deborah B#EFL BBHFR, —LEALTiER)
Deborah  : B E#f. HEEH IRt a9
Visitor : 5P WY, X BHHE AT RIS ?

Deborah H#, IMEEBELE, FKHESEFIT.
Visitor AR

(FAAEFT)

=@

(Deborah B a4 4L, A —1EAA T R)
Deborah : B EiF, 564, FREEFH RMEL 49
Visitor (B8, iEH, REEE R K BAKEREA M A

EEGREG9

Deborah  : 7£ =#%,

Visitor R R =Y

Deborah =8, R BT = RGmAH, EHUNEZ
] .
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