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|
Preface |

Working at a hotel, restaurant or an airport can be demanding.
Undoubtedly, one of the biggest challenges for many non-native
English speakers is dealing with people from other countries. Not
knowing the vocabulary necessary to deal with foreigners can be
more than just embarrassing: it can be incredibly time-consuming,
frustrating and even damaging to the reputation of the place you are
working at. That's why employers of large restaurants and hotels
prefer to hire people with the ability to communicate effectively in
English.

The purpose of this book is to provide hospitality and airport workers
with the English they need to do their jobs while serving or handling
non-Chinese speaking people. Even if a guest is from Italy, Pakistan
or Malaysia, there is a good chance that he or she speaks at least
some English. It's a fact that English is truly an international language
— one that you need to know if you are to be successful in your career.

.Design of the Book and Lessons

Hospitality English: Essential Language for Working at Hotels,
Restaurants and Airports contains a total of 27 units, with 12 devoted
to hotel English, 12 focusing on restaurant English and three featuring
vocabulary designed for airport employees. The units begin with a
section on key words and phrases and their Chinese translations.
This is followed by "useful expressions," which use much of the
new vocabulary in sample sentences that are commonly spoken in
the hospitality industry (and at the airport). The book is filled with
dialogues that challenge students' listening ability. As well, many
other dialogues are used to present new vocabulary in a natural and
interesting manner. The sentence patterns and substitution drills in
each unit give students useful, easy-to-follow guides to improving
their flexibility in English.

Reading skills are sharpened through bonus readings directly related
to the topics of the individual units. In some cases, they are articles
about particular trends in the hospitality industry; in others, the



readings are a menu, a bill or other material directly connected to the
theme of the lesson.

Another useful element of Hospitality English: Essential Language
for Working at Hotels, Restaurants and Airports is a section in every
lesson entitled "language focus," which takes an in-depth look at
particular words, phrases and expressions to help learners better
understand them. Occasionally, the "language focus" is renamed
"culture focus" to reflect the fact that the segment deals with a cultural
aspect rather than a language component.

Finally, the vocabulary learned in every unit is reinforced through
exercises (including writing tasks), a review and role-play. By
completing these, by studying the vocabulary and by listening to the
dialogues, students will make great progress in their English language
ability. And by doing so, they will greatly increase their chances for
success in their future careers.
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€ Cultural rules, such as those related to dining, attire and greetings, can vary
drastically from one nation to another. Being unsure of how to act in a social
setting can be worrisome, and making mistakes at the dinner table and elsewhere
can be quite embarrassing. The following is a guide that will help you navigate
your way through several of the important cultural rules of Western society.

© suwmnl, EmBLSRER. BESDEEAN, THLEAERTRATERANER,
ERMHLZHERMAETESS ARR, MERSMEMAILEHTESHEYER, X
TEER BB HFRRABEA LN —EEEAAN,



€ For very formal events, such as a wedding or an official function, printed
invitations may be mailed out. In some cases, the invitation will come with a
return envelope (with or without a stamp).

© Invariably, formal invitations will have an RSVP date (French for "please
respond"). It's important to return the card — especially if you plan to attend
the wedding, dinner or other event — by the RSVP date.

© If the event is less formal, an invitation may be extended via email. It's always
good manners to respond to an invitation, even if the answer is "no."

Mr. & Mrs. Charles Galloway
Request the honor of your presence at the marriage of their daughter,
Susan Elaine
to
Mr. Ronald Samuel Beasley
Saturday, April the 14th, Two thousand and twelve at 3 o'clock in the afternoon

Holy Rosary Church
4570 Edmonds Avenue
Chicago
Reception dinner to follow at 6 p.m. at the Regal Hotel,
3328 Caledonia Way,
Chicago

Please RSVP by March the 31st

Reply Card

The marriage of Susan Elaine Galloway to Robert Samuel Beasley on
Saturday, April 14

Name:

!t} Will be attending E] Will not be attending with regrets

Please mail to: Mr. & Mrs. Charles Galloway, 899 Plainview Road, Chicago, IL 60607
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€2 For many events in the West, especially informal parties, it's acceptable to be
somewhat late, perhaps 30 minutes or more, depending on the occasion.

€ With dinner parties, guests should try to arrive close to the expected time,
not more than 10 or 15 minutes later. If a guest is going to be considerably
later than 10 minutes, it is important that he or she call to inform the host,
apologize, and explain the reason for the tardiness.

Benny:

"Hi Linda, this is Benny. I'm really sorry that I'm
late for dinner. Something urgent came up at
work that | had to deal with. I'll be there in 20
minutes. Please start the dinner without me.
Again, I'm really sorry about this."

wE:

“BhiE, REF, BREXRE. RREHKBRBEEET,
THMRARETRESNEERELE, RAE
20 SHEBIMIL, BEAE, FLER, MHEHES
RFBERNE. 7

€ On the other hand, while guests should do their utmost to avoid being late,
they also shouldn't arrive before the specified starting time.

€ Furthermore, when you are invited to a dinner, it's a nice idea to bring a bottle
of wine or chocolates with you, but this is not mandatory. If you are a good
cook, you could offer to bring a dessert or other dish. However, make sure to
check with the host or hostess first about this.
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Linda:

"That's OK, Benny. | understand. We'll see you
when you get here."
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€2 In Chinese culture, the rules governing | Entrance |
seating arrangements are complex e s =gal
and quite formulized. For example,

the person with the highest status, & “ ‘
such as an elderly relative or a guest , & . : &

of honor, should be seated facing the & # -
entrance, near the host. Guests of lesser ‘ ) &
importance are situated further away [

from the host and other important

people. % &
Host 8 Fﬁ ot

an elderly relative /
a guest of honor

Host € However, the rules related to who sits
%d’ where in the West are more flexible. The
- host often sits at the "head" of the table
Q & i & Q (the shorter ends of a rectangular table),
‘ | but there are many different ways for other
€ | %d‘ people attending the dinner. For instance,
people are often placed next to each other

C . depending on if they know one another,
Q s ; & e their social or marital status, and / or their

C | ¢ interests. A common seating arrangement is
d“ % d man-woman-man-woman.

&

Hostess
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€2 Knowing the proper placement of cutlery and plates is important in creating an
elegant atmosphere.

€ The salad plate should be placed on top of the dinner plate, with the dinner
fork set to the left of the plate.

£) The salad fork, which is smaller than the dinner fork, should be positioned to the
left of the dinner fork, while the dessert fork is placed above the dinner plate.

&) The dinner knife should be placed to the right of the dinner plate, and the
knife's blade should face towards the dinner plate. Next to the knife, on the
right, is the place for the soup spoon.

£ The bread plate goes to the upper left of the dinner plate, above the forks,
with a butter knife placed horizontally on the bread plate (the blade should
face down and point to the left).

&) The water and wine glasses should be placed above the dinner knife and
spoons, with the water glass put near the dinner plate.

& A cup and saucer (for coffee or tea) should be arranged on the upper right of
the plate, to the left of the water and wine glasses.

€ Finally, a napkin should be folded and placed to the left of the forks (some
restaurants place it in a glass).

Bread
plate Cup and saucer Water
— O glass
Butter Dessert spoon Wine glass

= (red)

knife ¥ (}-v:n—
) ' Wine glass

GEmn— = (white)
Dessert fork
Dinner plate [

*pkin I Salad plate \
Salad Dinner Steﬁ Teaspoon Cocktail fork
fork fork knife
Dinner Soup

knife spoon



