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Lesson 1
Receiving Visitors

I , Dialogue .
Conversations between secretaries and visitors can take
many forms, but there are some greeiings, requests, explana-
tions, suggestions, and apologies which are very widely used.
Heré are some conversations between the secretary Wu Rui and

some visitors.

(A)
W: Good morning, sir. Can I help you?
V: Good morning. My name is Smith, and I represent Johnson’s ,
Pharmaceuticals. I have an appointment to see Mr. Liu.

W: Yes, Mr. Liu is expecting you, Mr. Smith. If you’d like to
take a seat; I'll let him know you’re here. (The secretary
then dials-Mr. Liu’s ext;nsion number. ) Mr. Smith of
Johnson’s Pharmaceuticals is here. Shall I send him up?
Thank you. (to visitor) Mr. Liu will come down and see you
right away, Mr. Smith.

V: Thank you very much.



(B)
W: Good morning, sir. Can I help you?
V: Yes, I would like to see Mr. Zhang please.

G -

W: Do you bave_an appointment?

V: No, I'm afraid I haven’t . I'm from Wilson Cars, and I've
come to see-Mr. Zhang to discuss sales of our new model.

W; Could I have your name, please?

. V; Forster, John Forster.
W: If you’d care to take a seat; Mr. Forster. Ill see if Mr.
- Zhang is free.

V: Thank you .

W: (to Mr. Zhang on his extension) I have a Mr. Forster of
Wilson Motors who wants to see you **Thank you. (to Mr.
Forster) Mr. Zhang will come down to see you in about five
minutes, Mr. Forster. There are some magazines on the
table over there if you’d like to read them.

V: Thank you.

©
W: Good morning, Can I help you ?
V: Yes, I have an appointment with Mr. Liu.
W Are you Mr. Maybury?
V: Yes; that’s right.

- -‘v“.

-

W: P’m afraid Mr. Liu is engaged at the moment.
Would you mind waiting?
V: Well--How long will he be ?
-



W: About twenty minutes.

V: Oh, that’s too long, I have another meeting at 11.

W Can the Assistant Manager deal with it ?

V: No. I got in touch with Mr. Liu myself on the telephone yes-
terday and discussed details with him. I doubt if anyone else
would know about the matter.

W : Perhaps you would like to make an appointment for some

other time?

V: Yes, but I'll leave my card just in case he has lost the one I
gave him.

W T!mnk you, Mr. Maybury, I’'m sorry about the confusion

but we’ll see you on Friday.

V: Yes, Thank you. Goodbye.

(D)
W: Good morning. Can I help you?
V: Yes, Id like to see Mr. Liu.
W: Is Mr. Liu expecting you, sir ?

~ V: No, ’m afraid not.

W Could I have your name, please?
V: James, William James.
W If you’d like to take a seat, Mr. James, Il see if Mr. Liu
' can see you. (to Mr. Liu on his extension) I have a Mr.
William James here, who wants to see you. Yes++*you can’t?
All right. (to visitor) I'm afraid Mr. Liu can’t see you at the

Moment. Would you like to see someone else who can deal
3



with the matter?

'V; No I must see Mr. Liu.
W: Pm afraid that's not possible ‘at the moment, sir. Please

leave your card and. I'll ask Mr. Liu to get in touch with you

himself. Perhaps he can arrange an appointment for some

future date.

I. Register of Visitors -

Sometimes a secretary keeps a register of visitors and writes

the details of their visitors in this register. Now look at the fol-

lowing register;

Time
Date | Vistor | Title | Compamy | of | Action | Referred
Wrrival
Marketing : Appointment
C + Jones IBM
Nov. 28 Manager . |09.15] 2/12
(Mr.) (Exrope) Electronics 9, 30
Sales
Nov. 28 R (hg:u;er Manager ﬁz:'o:f "112.00] seem  Mr. Hopking
r (Europe) ‘
' A » Carson| Represen. |[General Tire 2
R » Francis Reliance
Nov. 29 (Miss) Manager Electric 15. 30 # /

L



| New Words and Expressions
receive [ri'siiv] v. 4, W3
receptionist [ri'sepfonist] n. R
dial ['daial] vt. &5
represent [yrepri'zent] vt. 8%
pharmaceuticals [fa:ma'sju:tikalz] n. #Z5§ (2 #H])
extension [iks'tenfan] n. HiE4HL
confusion [kon'fju:3en] n. B#EL
matter ['meets] n. Hi{F, A3
considerable [kan'sidarabl] n. #H2%4XH
register ['redzista] n. Big, Hft
assistant manager H| 28
in case PABF, BfE
deal with Zb3E
visiting card &}
get in touch with e BB E

_ Exercises

I . Mini dialogues. '

1. Greeting.

Wilson: Good afternoon, is this Mr. Smith’s office?

Secretary ; Yes, it is. Are you Mr. Wilson from Pacific Interna-
tional?

Wilson: Yes, I am.

Secretary: We've been expecting you. l'in Fanny Lee, Mr.
5



Sn_lith’s personal secretary.

Wilson: Nice to meet you, Miss Lee.

Secretary ; Pleased to meet you, Mr. Wilson. Welcome to Bei-
jing., Mr. Smith’s having a brief meeting with the person-
nel manager now. He should be back in ten minutes.
Please have a seat.

Wilson: Thank you.

2. Offering Drinks

Secretary: Would you like a cup of tea?

Wilson: No, thanks. I don’t drink tea. .

Secretary; How about coffee?

Wilson: Yes, coffee sounds good.

Secretary: All right,-sir. How would you like it? With sugar and
cream? ,

Wilson; I'd like it with cream only, please. Thank you very
much.

Secretary: You’re welcome.

3. Small Talk
Secretary: Here is your coffee.
Wilson; Thank you. Hmm. .. This is to my taste.
Secretary: Did you have a nice flight?
Wilson; Yes, it was pleasant, but it was a little too long. I wish
Beijing were much closer to San Francisco.
Secretary: Is this your first trip to Beijing?
6



Wilson; No, this is my second, in fact. I came here last July. It
was very hot then. It’s much nicer now.

Secretary; Yes, spring is the best season here. You came here at
just the right time. Oh, here comes Mr. Smith. It was nice
;alkihg to you, Mr. Wilson.

Wilson: Same here, Miss Lee.

1. Insert the correct phrases in the passage below.
by name I &F, BEF
in advance $&8[, &
in the middle of JEFE+++*
in touch with i, BK&R
out of the question /7]

If a visitor wants to meet an executive in a large firm, he

should make an appointment If he doesn’t he may arrive
while the executive is some important discussions or meet-
ings.

Where an important cli'ent arrives, the receptionist should
address him or her ___ to give a friendly and welcoming impres-
sion. After the visitor arrives, the receptionist should contact
the executive’s office as soon as possible. If he isn’t available,
she should ask the visitor if he would like to make an appoint-
ment or get ___ him himself later.

The most difficult part of a receptionist’s job is to apolo-
gize, explain, and make suggestions when a meeting with an ex-

ecutive is



| Immthecorrcctwordsintheappropriateifaminzhepas-

sage below.
- appointm‘ent duties procedure
" announces escorts refer
area gesture . register
arrangements movements  suggestion
client hotif y tact

A receptionst in a small firm may have to use the typewrit-
er, operate the switchboard, and perform other clerical _ In
addition to receiving visitors. ‘In a large firm a receptionist can
concentrate on welcoming and looking after visitors.

A visitor to a large firm should make an ____, because exec-
utives are often very busy and do not have much time for visi-
tors. Exectives and secretaries should ____ the receptionist in ad-
vance about important appointments, and about the ____ of exec-
utives, especially when they are out of the building on business.
Executives often ask receptionists to make travel ____ for them,
such as booking hotel rooms and airline tickets.

There is a certain ____ for receiving visitors. A receptionist
should find out if the visitor has an appointment or not. If the
visitbr is an important ___, the executive or his secretary will
come down to the reception ____ to greet the' visitor. Sometimes

the receptonist or another secretary y Or acconzpanies the

visitor to the executive’s office. Using the visitor’s name when

- he arrives is a friendly and gives the visitor a good impres-
8



sion of the firm. When the receptionist and the visitor arrive at
the executive’s office, the receptionist ___ the visitor’s name, ti-
tle and position, and introduces the executive to him.

When a visitof cannot be satisfied, the receptionist should
‘apologize and make some ____ for an alternative meeting. If a
meeting is impossible, the receptionist should express regret and
explain, with ____, what has happened, so that the visitor’s feel-
ings are not hurt. ’

A receptionist should keep a __ . which includes dates,

times, names and the firm the visitor works for. A receptionist

can then to this if there is"a request for information.
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