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You’'re welcome

Background Information

A receptionist is an employee taking an office/administrative support position. The
work is usually performed in a waiting area such as a lobby or the front office desk of an
organization or business. The title “receptionist” is attributed to the person who is
specifically employed by an organization to receive or greet any visitors, patients, or

clients and answer telephone calls.

Listening Tasks

Section One Warming-up Exercises

Vocabulary

Dialogue 1

recognize v. A I
Dialogue 2

appointment n. %5E. 4%
available a. Al 52ZZZiR M)
scheduled a. HEE R, BUE
Dialogue 3

estimate vt. VAl PR
estimator n. PEHI, PEAL 5
refer v. ZTHE

claim v. R, R



Unit 1

simplify v. fEifk

Dialogue 1

Fill in the blanks with the words or sentences you hear in Dialogue 1.

A: Ms. Zhang (secretary) B: Sales Manager C: Joe Martin (customer)

A Sir, you called me?

B: Yes, Would you go to the airport and 1) Mr. Martin?

A: Yes, with pleasure. When will he arrive?

B: He is arriving at 2) , but I think you should go there a bit earlier and make sure
3)

. Of course. I will carry a piece of paper with me. 4)

: Nice thoughts!

. And shall I use the office car or taxi to drive him here?

o o> T >

: Use the office car.

(At the airport)

. Excuse me. But are you Mr. Martin from England?

: Yes. I am Joe Martin. You must be Zhang Yao from Beijing ABC Business Company.
: Yes. Nice to meet you, Mr. Martin.

: Nice to meet you too, Ms. Zhang.

5)

: No, thanks. I can manage it.
: Did you have a good flight, Mr. Martin?
: Wonderful! 6) . But how long will 7) 7

>0 > 0» 0> 0 »

: About 45 minutes’ ride. Our car is waiting over there. Let’s go.

Dialogue 2

Listen to Dialogue 2 and then check the following statements. Write T for True and F for False in the
brackets.

( ) 1. Mr. John Morris has an appointment with Ms. Xu.

( ) 2. The receptionist doesn’t know the purpose of Mr. Morris’ visit at first.

( ) 3. Ms. Xu is attending a conference outside the company.



( ) 4. The receptionist reports the visit to Ms. Xu.
( ) 5. The receptionist makes an appointment for Mr. Morris to meet Ms. Xu.

( ) 6. Mr. Morris will visit Ms. Xu next week.

Dialogue 3

Listen to Dialogue 3 and then answer the following questions.
1. What does the customer do?

2. Who referred him to come here?

3. Is the customer free today?
4

. How does the receptionist help the customer?

. Section Two Cloze

Listen to a passage and fill in the blanks with the words you hear in the passage.

In 1870 Sir Isaac Pitman founded a school where students could 1) as

shorthand writers to “professional and commercial men.” 2) , this school was

only for male students.

In the 1880s, 3) , more women began to enter the field, and

since World War I, the role of secretary has been primarily 4) . By the 1930s,
fewer men were entering the field of secretaries.

In an effort to 5) professionalism amongst United States secretaries, the

National Secretaries Association was created in 1942. Today, this organization is known as the
International Association of Administrative Professionals (IAAP). The organization developed

6) called the Certified Professional Secretaries Examination (CPS).

It was first administered in 1951.
In 1952, Mary Barrett, president of the National Secretaries Association, C. King
Woodbridge. president of Dictaphone Corporation, and American businessman Harry F.

Klemfuss created a special Secretary’s Day holiday, 7) . The holiday

caught on, and 8) it is now celebrated in offices all over the world. It has

been renamed “Administrative Professional’s Week” to 9)

, and to avoid embarrassment to those who

believe that “secretary” refers only to women or to unskilled workers.
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4. Section Three Listening for Details

Part A An interview

His First Rule of Business: Don’t Hope
This is an interview with Ben Lerer, co-founder and CEO of the Thrillist Media Group, which

oversees men’s lifestyle and shopping web sites.

Vocabulary

preach v. VAL R

rely on HEE

dedicated a. BUER BT
entrepreneur n. %, EIA
humiliate v. ZR HER
spreadsheet n. HFHEHEER

inferior a. KR5S IR
immature a. AR

Exercise 1

Listen to the interview and put the following events in the order according to Mr. Lerer’s experiences.
(] A. When my best wasn’t good enough, I was told I was very stupid.

[] B. I didn’t have confidence in what I was doing. '

[] C. I want to create a better situation for myself.

[] D. I was young and immature and just got out of college.

[] E. I was publicly humiliated by the manager.

[] F. I don’t want to be in a situation like this again.

[ G. I really try to do that.

[ H. T think we succeed more than we fail on a person-by-person basis.



Exercise 2
Listen to the interview again and then answer the following questions.
1. What does Ben Lerer mean by the expression “don’t hope”?

. When does a person usually feel regretted according to Mr. Ben Lerer?

2
3. When was the expression “don’t hope” first used by Mr. Ben Lerer?
4. Why did he decide to leave his previous job?

5

. How did he feel when he was mistreated by a manager?

Part B Passage listening

Passage 1

Vocabulary

optical fiber HEF

in lieu of R

private branch exchange (PBX) B F 41 35 L

customize v. JE il M

virtual a. SLBREY, LR ; GF) LR
utilize v. MH, A

mount v. Bif &

eliminate v. JHER. IR

office automation N BBk

adept a. TR KT B n. TR EETF
courtesy n. HFLERAIZE L TRASFE AL
attendant n. k% A5

Exercise

Listen to the passage and choose the best answer from the four choices.

1. The live remote receptionist can do the following except

A. flexible call routing

C. conference holding

B. order taking

D. customized greetings

2. New types of virtual video receptionist systems allow for live, in-house or remote locations to
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manage office lobby areas from remote locations

call back phones

B

meet walk-in visitors

D. track visitors

3. The video receptionist can manage office lobby areas.

A. one B. many

C. the whole building D. none
4. The video receptionist is located

A. at the gate of a building B. at home

C. far away from the office D. in a central location
5. A skillful receptionist in the business world.

A. has been replaced by new technologies B. will be abandoned

C. is still very much in demand D. usually has a very good image
Passage 2
Vocabulary
effective a. HHH
excel v. K LF
iceberg n. vkl
ctiquette n. AL AL
necessity n. WA ik
multitask n. 24£%;v. EE2EF
simultaneously adv. [R]A}
empathy n. [&)Ek, g
groom v. Hidk
confidential a. PR, BEK
reputation n. B4
gossip n. Wis. W&
professionalism n. BOWEFE , BV AT
hectic a. B AELK
poker face —AIEELNHE  HEREHA
hunt and peck (EMHBEEHR{ITF

6



knack n. ﬁl‘—] 7&15;j:$97rﬁg
blab v. MEERLE  BE AL

Exercise 1

Listen to the passage and tick (/) the skills and qualities mentioned in the passage.

[11. Education

[] 2. Blood type

[] 3. Ability to multitask

[ ] 4. People skills

[] 5. Hobbies

[ ] 6. Well groomed

[] 7. Strengths and weaknesses
[] 8. Ability to be discreet

[] 9. Computer and typing skills
[] 10. Reading speed

[] 11. Organizational skills
[] 12. Writing skills

[] 13. Work well under pressure

Exercise 2

Listen to the passage again and then answer the following questions.

1.
2.

N o 0 &

What does “multitask” mean in this passage?

Why does the speaker say “If you are annoyed by people, then you will not make a good
receptionist”?

Why is it important for a receptionist to pay attention to his or her appearance?

How can a receptionist avoid gossip matters?

Why are computer and typing skills important in a receptionist’s work?

What specific work do receptionists usually organize?

Among all the skills mentioned by the speaker what kinds of skills do you have as a

receptionist?



