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CONVERSATIONAL ENGLISH
FOR PUBLIC RELATIONS

Unit 1 Reception

Part 1 At the Reception

(In this part, you'll see how the receptionist receives visitors

with appointments and announces their visit. )
Mr. White will see you now

Rec: Good morning, sir.

F: Good morning, I have an appointment to see Mr. White.
Rec: Yes, what is your name, please?

F: My name is Fischer, George Fischer.
Rec: Just one moment, please.

W: Hello.
Rec: Mr. Fischer is here to see you, sir.

W: Send him up, Jean.
Rec: Yes, sir. (to Fischer)

Mr. White will see you now, sir.

F: Could you tell me where his office is?
Rec: Yes. Room 202.

F: Thank you.



Rec: You’re welcome.
appointment THZY date (B&zZEDAL
He’s expecting me
Rec: Good morning. Can I help you?
J: Good morning. I’'m Jimmy Brown. I’ve come to see Mr.
White.
Rec: Have you got an appointment?
J: Not for any particular time, but he’s expecting me this
morning.
Rec: Just a moment, please. (dialling to Mr. White’s office)
Mr. White,Mr. Brown is here to see you.
W: Yes, Well. I'll see Mr. Brown now. Will you show him
in, please?
Rec: Yes, Mr. White.
(to Mr. Brown) Mr. Brown, Mr. White will see you
now. I’ll show you to his office.
J: Thank you very much.
Rec: You're welcome.
particular FHEM.FITH expecting HAfF, FhF
Could you wait a few minutes?
Rec: Good morning sir,
J: Good morning. I have an appointment with Mr. Brown.
My name is John Smith.
Rec: Ah, yes, your appointment is at 9:30. Could you wait a

few minutes please, Mr. Smith?



J: Certainly.
I see you have an appointment

Rec: Hello. May I help you?

S: Good morning. Yes. My name is Susan Steward. And
I’'m here to see Mr. Mark.
Rec: I see you have an eleven-thirty appointment.
S: I’m a little early.

Rec: Please have aseat. Ill call him. He may be able to see
you now. (She speaks into the phone.) Susan Steward is
here to see you... Fine. Ill send her in. (She hangs up
the phone. ) He'll see you now. His office is the first floor
on the left.

S: Thank you. (at the door of Mr. Mark’s office) Hello, It’s
me.
M: Come in. Come in, Susan. It’s good to see you again.
Please sit down.
S: D'm glad you have time to see me.
M: For you, I always have time. What can I do for you?
S: Well, I have a marvellous idea. I want you to hear it.
hang up the phone H:HiE marvellous H R
But are you Mr. Carter?

Sec: Good morning, sir. May I help you?

C: Good morning, I have an appointment with Mr. George
at 10:00.
Sec: Excuse me, sir. But are you Mr. Carter of International

3



Sec;

Sec:

" Sec:

C:

Trading Company?

Yes. That’s right.

I'm sorry, Mr. Carter. Mr. George is on his way to the
office. He just called and asked you to wait a minute.
Well, I'll wait.

Would you like‘something to drink, Mr. Carter? Coffee
or tea?

Thank you. Coffee, please.

Here you are, Mr. Carter. This is the cream and this is
the sugar. If there’s anything else you’d like, please don’t
hesitate to tell me,

Thank you very much.

International Trading Company HFx 5 52 7]
on one’s way fE-§% I prefer FEE3IX cream Wil

b3 hesitate I

sugar
He’ll be with you shortly
R: Good morning. My name’s Richard Steward. I'm
here to see Mr. Carlson.
Sec; Please sit down, Mr. Steward. Mr. Carlson will be with
you shortly.
R: Thank you.
Sec: (answers the phone) Yes, Mr. Carlson. (to R) He is
ready for you,Mr, Steward.
R: Thank you. In there?
Sec: Yes. In there. Good luck.



Key Sentences
1. Can I help you? #HMIHRT? (REIEHFGD
2. Pve come to see Mr. White. 3 WIFHFEE.
May I see Mr. White?  RA[LIWAFFEELEG?
3. Have you got an appointment?
Have you an appointment? & HLAE?
4. T've got an appointment with Mr. White.

I have an appointment with Mr. White,
R EH T, '
5. He’s expecting me. fH7EFR.
6. Mr. Fischer is here to see you, sir.
RYPOREEEXBERRE
7. Mr. Carlson will be with you shortly.
IURREE—& L W&,
8. He is ready for you, Mr. Steward.
R LA AT LB S A .
9. Not for any particular time, but he’s expecting me this morn-
ing. BEFFEMNE, A ALMSREFESR.
10. I see you have an eleven-thirty appointmnet.
BRAEEFIT 1130 MM AHE.
11. I'm sorry, Mr. Carter. Mr. George is on his way to the of-
fice. He just called and asked you to wait a minute.
MAE, FREE. FIEEEEERDAZNRE L, R AT
IRBELLERERZ.

Cultural Note:
g5 A Xfum ke nd B AR % X4 7 B OBk, BTRAE M £ —%]: “How
would you like your coffee made?” 5 “Black or regular?” (black
5



AR YT regular NSRRI,
Part 2 At the Reception

(In this part, you’ll see how the receptionist receives visitors

without appointments. )
That’s rather difficult

Rec: Good morning. Can I help you?
X: Good morning. May I see Mr. Evens, please?

Rec: I’m very sorry, but he’s in the middle of a conference.
X: Oh, Isee. Could I possibly see him later then?

Rec: That’s rather difficult, I’m afraid. He usually goes to
lunch quite early. How about Monday morning? Would
that be convenient?

X: No, I’'m afraid not! Can’ I see him sooner? It’s very ur-
gent. ‘

Rec: Il check. Please take a seat.

X: Do you mind if 1 smoke?

Rec: Please do. There’s an ash-tray (over there), How about
Friday at nine-thirty?

X: That’s no good. Would it be possible for me to leave a
message?

Rec: Certainly.

conference &i¥ convenient H1{#
check B#& take a seat JF
ash-tray 1H#t » urgent ‘EaM
leave a message HFH -

6



Sec :

Sec:

Sec:

Sec H

D:.

See if he could meet you right now

Good morning, sir. May I help you?

Hello. Can I see Mr. Richard now?

Have you already made an appointment, sir?

No. I’'m afraid not. But I have got something urgent to
discuss with him.

May 1 ask your name, please, sir?

David Johnson of World Trading Company.

Can I ask what you wish to see him about, Mr. Johnson?
Well, I've found a problem in the contract he asked me to
examine the day before yesterday.

I see. Would you please have a seat and wait for a mo-
ment, Mr. Johnson? Mr. Richard is occupied at the mo-
ment. But I’ll tell him you are here and see if he can meet
you right now.

Thank you.

(returns) Mr. Johnson, please go right in. Mr. Richard is
in his office now.

Thank you.

World Trading Company it 5% 52\ &l
contract &[d] examine ##

right now HEHT,ME occupied IEfCE

I’ve just come here on business

B: Good afternoon. Id like to see your manager, Mr.

Addition, please.



Sec: Good afternoon. Have you got an appointment?
B: No.I’'m afraid not. I’ve just come here on business.
Sec: Sorry, Mr. Addition is very busy. I’'m afraid he won’t be
able to meet you today.
B: What time do you think I could see him?
Sec; Let me see. He’s free between 8:30 and 9:00 tomorrow
morning. Would that be convenient?
B: Yes, I can make it at 8:30. Thanks a lot.
Sec; Your name, please?
B: Bob Smith.
on business H#£ convenient HF{EMH
I'll just take a few minutes of his time
Sec: Good morning, sir, Can I help you?
W: Yes, I'd like to see Mr. Richard, please,.
Sec: Do you have an appointment, sir?
W. No, Idon’t. But Ill take just a few minutes of his time.
Sec; Can I have your name, please?
W: My name is William Wang. And here is my card.
Sec: I’'m sorry, Mr. Wang, Mr. Richard is busy at the mo-
ment. Can I ask what you wish to see him about?
W: I’d prefer to explain the matter to him myself.
Sec: D'm sorry, Mr. Wang. I'm told to get that information
from every visitor.
W. All right. I’d like to see Mr. Richard about a new product
our company has developed.
Sec: ‘What kind of product, Mr. Wang?



