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_ 1 At the Reception Desk
o ERRL

Watch the video. Then practise the conversation in Section 1,
. RERE. BIF—TEHE.

1 conversatien Ak
2 Pant 1

< [DEBORAH AT RECEPTION DESK AS RECEPTIONIST. A VISI-
TOR APPROACHING]

De¢borah: Good morning. Can | help you?

Visitor:  Yes, is there a toilet near here?

Deborah: Yes, just go along the corridor. You-can't miss if.
Visitor:  Thank you.

C———— - ——VISITOR WALKS AWAY]
1



¥ [Deborah EEHFRLUBHR, —EAETTE]

Deborah:
Visitoi:
Deborah:
Visitor:

|

FLEF. MEBMBE LB

FH, XMEARFEE?

B, ImFEmMELE, FRSBHT.
R .

_—— — - — — IBAEFT)

= [DEBORAH STILL AT RECEPTION DESK. ANOTHER VIS|-

TOR APPROACHING]Y . -

Debarah:  Good morning, sir. Can | help you?

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

Deborah; It's on the third floor.

Visitar:  First or third?

Déborah:  The third floor. Just take the [ift to the third floor;
and then turn right. It's the second door on the
right.

Visitar:  OK, thank you!

- -— —{VISITOR WALKS AWAY]

2
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@ [Deborah {AZEsEass, F—PMENETIHRE]

Deborah: 4 | 42, A, AR R ALt onn e

Visitor: FEF. Shiel, B L I BAKER 24 gl
NEAHBEUL?

Deborah; 75 T 4% .

Visitor: —AIA R =k
Deborah: = 4£, F LHEF _ . SMEEEIE. ThHiAHN
%e-'— . I‘H—J w
Visitor: HAY. R
& - — - - [ \EFT]

Read carefiilly Sections 2 and 3.

FAREE - FRE=F.
Then replay the video and learn with Deborzah.

e EEF%F0 Deborah —32 58,
Play the video R 1%

TIT12 Key Grammatical Points | 11..,/.% 1

Pay attention to these patierns while replaying.

EFER, ETEUTAGE,

Giving directions inside a building
EE R AT A B

- } J first ‘ T

M. Baker's office is second
. on |the . floor.
c s (It is) third
{etc.) ‘

e



I[ | first | ! ‘ fight. |
11's the second | door | on | the ‘ loft ‘
| | third \ ] -
llt’s on—‘;e ‘ ngl
Note that R
w the' is always uscd before l A FIRST ™ W 0,
“first”, ‘second”, ‘third’, ctc. “SECONNDT{H 3 *THIRD™
88 I1’x on the third lMoar. CH - Y Fif TN *THE ",
= Cthe' is alse used before ‘ripht” #lin: 1t's on the third floor {7F -
and ‘left’ when saving where o,
something is. {45 3% W 8 R M oRf
ed. It's the second door on SRIGHT” (4510, "LEFT " (%
the right. ey ot S THE™, {8n: 1t
o But “the' is not necded when the second door on the right.t {17 {13
using ‘right” and “left” to give ST P 11 P
directions, R B, "RIGUT .
8.9. Tuke the lift to the third TR F T T MR A L
floor, and then turn right. “THE". f5l{; Take the lift 1o the
third floor, and then turn right ¢ S#1
el SRR AR .

I J Useful Phrases and Words 18 i fiu in

Learn the use of these phrases and words while replaying.
EEE, EEFITIRREENRE.

Greeting (7
(iood morning.
Good afternoon.

Good cvening.
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@  Offering help to visitors [0 F15 ZH {3t HiH)
Can | help you, sir?

Can | help you, madam?

@®  Asking for directions/locations [u] F§
Is there a ... ncar here?

Can you tell me where ... i?

@ Giving directions 17,3
Take the lift to ...
Goalong ...

Turn right/lefl.
Then {go} ...
You can’t miss it!

@  Thanking a stranger |0 F7174- A 04
Thank you.
Thanks very much.

Thanks a lot.

®  Other words you should know J{Al 705 ()i
The receptionist is talking to a visitor at the reception desk.
The lady is pushing the deor of the toilet.
The woman is walking along the eorridor.

The gentleman is waiting for the lift..

T 4 Exercises Yio)

Exercise 1 Fill in the blanks + 1H**

e A e




lmﬁﬁﬁﬁ%"»@iﬁ W s R

Fill in the missing words in the following conversation. The

first one has been done lor you.

BUTHERFHRAFELE: E—ah6l8.

Receptionist: Good morning, (1)_sir . Can1 (2)

yau?
Man: Oh, yes, good morning. Er, can you (3)
‘me where Mr, Baker’s office is?

Receptionist: [t'son(4) ___third floor.
Man: Er, sorry. (5) or third?
Receptionist: The (6) floor. (73 ___the lift

to the third floor, and then (8)  right. 1's

the second (9) on the right.
Man: Thanks very (10}

Exercise 2 Multiple choice questions * 7

Look at the building directory given below. Then circle the corr-
ect words in the dialogues. The first one has been done for you.
SERFIEMERDABIETE, REEEDE L EHRAMIR.
g—ahHa.

| BUILDINGDIRECTORY

210 310 Lucy’s Studio
51 Far East Co. Lid.

311 Dr Brown

212 Smith Solicitor 312 Galaxy Publishing

213 Brown's Shoes 313 House
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Dialogue )

. Jean: Good morning. Can 1.... you?

A, see @hclp

B. scrve

2. lack: Yes, can you ... me where Mr, Smith’s oftice is?
A. help C. take

B. tell

3. Jean: Yes, certainly. 1ts on the ... floor.

A, first C. third

B. sccond

Dialogue 2

4. Amy @ .. adoctor’s office here?

A. s there C. Where is

B. Have

5. Robert : Yes, there’s one ... the third floor. Room. ..
A ai/ 213 C.on/311

B. near/ 310

Execrcise 2 Sentence completion - 5115

Look at the floor plan given below. Then complete the
sentences.

BHEUTHRETHE. ARSh¥EnaT.




W] s Y 45 D55 1 Sh RS
2t K_ﬂ E

M Whie
—!*J GENERAL
\ OFFICE
202
M SCoL |
l __]\ _r—'_ T '_'I\ r-_\_\
\-—.-. \\__4‘ II \_-] \"‘~.._
AR 2y ‘ BN 2ty
M Campill Miss Mr | M
( snith Lift ] el ‘ Tivler

1. I'm at the reception desk on the ground foor. 1 want to go to
M. Taylor's office. Can you tell me where to go?
[t’s on (1) the second floor. Take the lift (2)
- andthen(3)_ s
the second (4)

2. I'm walking out of the lift on the second floor, tell me how to
go to Mr. White’s office.

Turn (1) __and then turn (2)
ICsthe(3)
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Know Your Office
EHAE

Watch the video. Then practise the conversation in Section 1
RERR. GAE—HHHIE,

ST | Conversation 0

S pant 1

2 [DEBORAH AT FILING CABINETS. MR. YOUNG AND SUSAN
COME UP TO HER]

Mr.Young: Oh, Deborah.

Deborah:  Yes, Mr. Young?

Mr.Yoong: I'd like you to meet Miss Susan Taylor. Susan,
this is Deborah, my secretary.

Deborah:  How do you do, Miss Taylor?

9
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Susam: How do you do? And, call me Susan.

Mr.Young: Susan is our new Marketing Manager.
Deborah:  Nice to meet you! Welcome to The Research

People!

Susan: Thank you.

Mr.Yonng: Deborah's responsible for all of the work involv-
ing ...

& —{ CONVERSATION CONTINUES]

D [Deborab EXHIER. Young £EH Susan AbEx]

MeYoung: 2, Deborah,

Deborah:  {t A%, Young E&£?

Mr¥oung: “REPIR— T Susan Taylor /M. Susan,
k& Deborah, FEREA.

Deborah: 4%, Taylor (viE.

Susan: #riz, F Susan B,

MrYoung: Susan EFEMATHEREE.

Deborah: RSN ABMRD MG Rasearch People
A El e

Susan: W E PR e

MrYomg: Deborah EEBHRENIE

—_— ———IpEees]
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Mr. Young: |'ve got to make a phone call, Deborah. So why
don’t you show Susan around the office.

Deborah: OK, Mr. Young.

& -——————  [MR, YOUNG GOES OFF]

Deborah:  Well, these are the marketing department's filing
cabinets. The files for this year are in the top rack,
and the files for last year are in the middle racks
and the bottom racks.

Susan: | see .... And the in-tray?

Deborah:  Come on , I'll show you.

e [DEBORAT AND SUSAN WALK AWAY]

MreYouny: FoEL-T-TE£4L. Deborah, {7 Susan 1=
A EEANE SR,

Deborah: 7. Young 2o,

c o= [Young ﬂfiﬁﬂ'T]

Deborah: X2 H A A TR, SEMNX YA ERE
F—R., R flmrFENER.

Susan: FEM T MW RIET

Dehorah: 2L 3E ., FHHE U L A

& - [ Deborah #1 Susan EF T ]

= [DEBORAH AND SUSAN AT SHELF WITH IN-TRAY AND
OUT-TRAY AND OFFICE SUPPLIES])

Deborah:  The in-trays and the out-trays are on the top shelf.
Susan: And where are the office supplies?

Dcborah:  They're here on the bottom shelf.

Susan: Oh, right.
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¥ [MR YOUNG POPS HIS HEAD QUT OF OFFICE]

Mr.Young: Deborah, where's the Gibson file?
Deborah: It's on your desk. | put it down near the phone,

< [MR YOUNG GOES BACK IN, THEN POPS HEAD QUT
AGAIN]

Mr.Young: You're right! Sorryl It was under my coffee cup.
= —— [ DEBORAH AND SUSAN EXCHANGE
A GLANCE AND SMILE]

= [Deborah #1 Susan ERBWXEMERULERHLERHRT

& ]

Deborab:  LL S8 F115 & 7 £ 4.
Susan: HEAr Hoale?
Deborah: 17X JL, WA T,
Susan: 9 .

¥ [Young SR MALEME KHk]

MrYoung: Deborah, Gibson fI3# W E 7
Deborah: HEIRHIEF L. RIECHMAERBIFNFinT.

=) [Young EEBAMT EE. #ENMT k]

MrYoung: {RiEA ., NAE! EARAMEEASR TE.
& ——— I Deborah ¥ Susan ¥ T—TRE, KEZT]

@ Read carefully Sections 2 and 3.
FHAEE-BME=H.

Then replay the video and learn with Deborah.
PR BIEFR I Deborah —1258.

Play the video

\_ EF%E




