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Warming-up\__/""/—’\

A receptionist is the first person that hotel guests see or talk to when they
arrive or ring to make a booking. A hotel receptionist therefore has an important
job of making people feel welcome, being efficient and dealing professionally
with enquiries. In this job, the tasks are likely to include welcoming guests as
they arrive, allocating them a room and handing out keys to guests or porters,
taking and passing on messages. He will probably also have to put together the
guest’s bill, take payment and help guests with any special requests. A
receptionist sometimes orders taxis for guests and books excursions on request,
such as theatre or sightseeing trips.

A receptionist needs to be welcoming, friendly and helpful, efficient and
professional, well-organized and able to handle several tasks at once.

The work of a receptionist is interesting and varied. The work is also important
because the receptionist is the first person visitors see when they come to a firm.
So the receptionist gives them the first impression of the firm.

c Dialogue 1 = Receiving Guests at the Airport
\

The Fortune Hotel airport representative (AR) receives a guest (G) at the airport.

G: Excuse me, are you the Fortune Hotel airport representative?

AR: Yes, Mr. ...7

G: I'm Robert Hilton from America.

AR: My name is Su Hui. I'm here to meet you. Welcome to Shanghai!

G: Glad to meet you.

AR: The pleasure is mine. Is this your first visit to China, Mr. Hilton?

G: Yes. It’s my first visit. I’'m looking forward to seeing your beautiful country.
AR: I hope you will have a pleasant stay here.

G: Thank you. I’'m sure I will.

2
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Is this all your baggage?

: Yes, it’s all here.

We have a car over there to take you to our hotel.
: That’s fine.

Let me help you with that suitcase. Shall we go?
¢ Yes, thank you for all your trouble.

No trouble at all. This way, please.

o Dialogue 2 = Receiving Guests at the Reception
Desk of the Company

Rose (R) is the receptionist of Modern Office Ltd. Mr. Li (L) hasn't an appointment, but he’d

like

L:

PLADRAODR

N

to see Mr. Shelli. Maria (M) is Mr. Shelli’s secretary.

Good morning.

Good morning. Oh, Mr. Li. How are you?

I’m fine, thanks, and you?

Oh, busy as usual. Do you want to see Mr. Shelli?

Yes, please.

Do you have an appointment?

Er... No, I haven’t. You see, I only arrived in the country this morning.
Well, I know he’s busy at the moment, but I’ll ask his secretary when he’ll be free. Please
sit down.

Thank you.

(Dials)

M: Mr. Shelli’s office.

~

rToRC RS

Oh, hello, Maria. It’s the reception. I have Mr. Li here. He hasn’t an appointment, but he’d
like to see Mr. Shelli. When will he be free?

Let me see... Well, hmmm, he’ll be free about 12:30. Can Mr. Li wait for a while?

(To Mr. Li) Mr. Shelli will be free about half past twelve. Can you wait for a while?
What’s the time now?

It’s nearly 12:00.

Oh, that’s fine. I’ll wait.

(To Maria) Maria, Mr. Li will wait.



M:
R:
L:

h E S EEDE AR

Right. I’1l fetch him when Mr. Shelli’s free.
Thanks. (Replaces the phone) (To Mr. Li) She’ll come and fetch you later.
Thank you.

°7Qiglogrure 3 Receiving Guests at the Hotel

The receptionist (R) of the hotel welcomes the guest (G).

R:

PQARQ

FQAFQ

Q

Mr.

4

Good afternoon, sir. Welcome to our hotel. May I help you?

Yes. I booked a room one week ago.

May I have your name please, sir?

John Smith.

Just a moment, sir. Yes, we do have a reservation for you, Mr. Smith. A city view single
room with bath. You’ve paid 2,000 yuan as a deposit. Is that correct?

That’s it.

Would you please fill in this registration card, sir?

Sure. Here you are. I think I've filled in everything correctly.

Let me see... name, address, nationality, forwarding address, passport number, signature
and date of departure. Oh, here, sir. You forget to fill in the date of departure. May I fill it
in for you? You are leaving on...

October 24.

May I see your passport, please? Thank you, sir. Now everything is in order. And here is
your key, Mr. Smith. Your room number is 1107. It’s on the 11th floor and your room rate
is RMB 500 per night. Here is your key card with all the information on your booking, the
hotel services and the hotel rules and regulations on it. Please make sure that you have it
with you all the time. You need to show it when you sign for your meals and drinks in the

restaurants and the bars.

: Yes, I’ll keep it with care. Thank you.

I hope you enjoy your stay with us.

O Dialogue 4 ' Receiving Guests at the Fair

Brown (B) and Ms. Anderson (A) are talking at the Fair.
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Good afternoon. I am Robert Brown, the Import Manager of Atlantic Industries Ltd.,
Sidney, Australia. This is my card.

Good afternoon, Mr. Brown. I am Meese Anderson, manager of the sales department.

Nice to see you, Ms. Anderson.

Nice to see you too, Mr. Brown. Won'’t you sit down?

Thank you.

What would you like, tea or coffee?

I’d prefer coffee if you don’t mind.

Is it your first trip to the Fair, Mr. Brown?

No, it’s the fourth time.

Good. Is there anything you find changed about the Fair?

Yes, a great deal. The business scope has been broadened, and there are more visitors than
ever before.

Really, Mr. Brown? Did you find anything interesting?

Oh, yes. Quite a bit. But we are especially interested in your products.

We are glad to hear that. What items are you particularly interested in?

Women’s dresses. They are fashionable and suit Australian women well, too. If they are of
high quality and the prices are reasonable, we’ll purchase large quantities of them. Will
you please quote us a price?

All right.

ressmns » ‘ ’ ;
f'bé‘ggage n. 4T$ . ,deposn n. ﬁ%g {%ﬂi%a TT%
suitcase n.  FHHE, 2€7’F§ ; . 7reglstrat10n i
appointment n. #E, % S forwardmg address %Tﬁi&ﬂ:y !’f?%ﬂﬂ: |
free a" HER e : ;mgn v %i - o ~
fetch v ﬁ‘ﬂ% Bk business scope éé%m%
book v ﬁﬂ‘ o s sy e (ﬁ?) I

reservation 7. ?ﬁﬂ'
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I FZIBEECRI AR # A — MR R, BATAERIERT S (receptionist) . A ANE/N
MEX ARG, #7680 TAE R ERZ RN T HAMFRIRT &0 A R R YRR B,
EONHT G R VI EA Al AR R S — DN, WIS TRESEmME AN AR ME R,

2. WERARIREEHNAMBAN NEA (privacy) B MAT—RAFTIN RS, QOFELE
WA R R BTG (AR K ABISE), S mifiial AR AN o Re sl 5t ik, A
RETCG IO MOt B 2 1) B AE S - AR L3820 NI, SRR T RS [ AR SCAR XU ST 15

3. I hope you will have a pleasant stay here.

i BIEE RN BB, (BANEREERD
I hope you are enjoying your stay with us.

A RBAERN B AR . (BRAEREZHINRD
I hope you have enjoyed your stay with us.

i BIEAEBATE T AMR . (N BT RIERD

Useful Sentences

1. I’d like to book a double room for Tuesday next week.
TR AT — AN ]
2. What’s the price difference?
PIAD G5 (] I A A A AN R ?
3. A double room with a front view is 140 dollars per night, and one with a rear view is 115
dollars per night.
— (A XU 55 SAPH I (4% 140 3600, 5 FHHIEM 115 3£ot.
4. 1 think I’ll take the one with a front view then.
FAEFRIE S E PRI .
5. How long will you be staying?
BAITEEZ A
6. We'll be leaving Sunday morning.
HATRAERIIR LA EIT.

7. And we look forward to seeing you next Tuesday.
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AT R A — B

. I"d like to book a single room with bath from the afternoon of October 4 to the morning of

October 10.
BAT — MR NEE, 10 H4 HTF43 10 H 10 H E4-H.

. We do have a single room available for those dates.

P SEA — A e, FEX B AR EAA .
What is the rate, please?

IV €24

The current rate is $50 per night.

AT 5 2 50 ETm— K.

What services come with that?

XA 0, 475 TR £ e 55 T W 2

That sounds not bad at all. I’ll take it.

W RIEAE . XA ERE T,

By the way, I’d like a quiet room away from the street if it is possible.
WASE e — T, G Al RESRABEE — AN A ) 22 175 )
Welcome to our hotel.

K i o

So you have got altogether four pieces of baggage?
I T AFHTE, RAR?

Let me have a check again.

iERHE T

The Reception Desk is straight ahead.
PRAr AL CAE R TH

After you, please.

4.

Excuse me, where can I buy some cigarettes?
J7H, FEIWE )L AT LASK R ?

There is a shop on the ground floor.
—HEAENE .

It sells both Chinese and foreign cigarettes.

EAR LT LA S 21 v [ 2 A AN 1 B 2 4

Can I also get some souvenirs there?

WA PASE B4 2 e ?

There is a counter selling all kinds of souvenirs.
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37.

38.

39.

40.

.l& Elfs GEES TR 7

AMESHESFHEFNLS M.

Excuse me, where is the restaurant?

5, 1R ERTEMIL?

We have a Chinese restaurant and a western-style restaurant. Which one do you prefer?
BAVEFRTHRRT, GSREXWA?

I’d like to try some Chinese food today.

SREBEZPEK.

Good. Could you please fill in this booking form? We need your full address and a deposit
of 20 percent. You can pay by cash or credit card or cheque.

. EEE-TXERBUT S, 52 EREES R I 20%81T €. &
AL ABE. EHFERSIRESAT.

I’ve come to make sure that your stay in Beijing is a pleasant one.

A A VRA 22 HE A IR RN T FE AL B Bt bR o

You’re going out of your way for us, I believe.

HAE XX FRATHI R R T .

It’s just the matter of the schedule, that is, if it is convenient for you right now.
WMBRARAVER T ERE, BB e — T HREHEW A &

I think we can draw up a tentative plan now.
HIAAIAET LU E— B 7 R,

If he wants to make any changes, minor alternations can be made then.

I RAH A B ARYE, FATERT AR RIF & .

Is there any way of ensuring we’ll have enough time for our talks?

AR CRAEFRATT BE AT 78 A2 R IR ) SRR 1 W 2

So our evenings will be quite full then?
ARAFAAERE Lt 22 H 1w T 1533 ?

We’ll leave some evenings free, that is, if it is all right with you.

WRARIIE R MIE, AVEE LA B BRI E SR

We’d have to compare notes on what we’ve discussed during the day.
BNFEFRITE— T ARRAER.

That’ll put us both in the picture.

XA TT#RRE T AR RITE L.

Then we’d have some ideas of what you’ll be needing.

HRaBAT = OPA L, MERMNFTEHAT

I can’t say for certain off-hand.

HIEARES EVLE.
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41. Better have something we can get our hands on rather than just spend all our time talking.
A L SERRARL B F 5 AR PR T 52 .

42. 1t’11 be easier for us to get down to facts then.
XA 5 AT SRR A T .

43. But wouldn’t you like to spend an extra day or two here?

BR, RIAEEAXILBRH—HRG?

44. I’'m afraid that won’t be possible, much as we’d like to.
REBAVMBEX M, EBRHEATT .

45. We’ve got to report back to the head office.
FAVEE 7] 2 m) L BV HRAFHLVE o

46. Thank you for your cooperation.

BRI E1E.

47. We’ve arranged our schedule without any trouble.
AR I 753 AR L HE T -

48. Here is a copy of itinerary we have worked out for you and your friends. Would you please
have a look at it?
XRBATNEMERR A ERTES) AR 2. HEE—TF, F5?

49. If you have any questions on the details, feel free to ask.

IR LT B NMIE, FRLK.

50. I can see you have put a lot of time into it.
TGRSR E XN E—2ETE T DA,

51. We really wish you’ll have a pleasant stay here.

BATH Wt A BRA17EIX Rid B atR.

1] Complete the following dialogues.

1. A: Good to see you too, Tom. How was your flight?
B:

UREF. ENHERAELER, X—BBIREFE. RIEAE W LE T —2)LRD
2. A: Good. Do you have any jet lag?
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B:

(EAZT . WAEHE . HAKRE, SLETHENNZE T, F)?U\Fji%&ﬁﬁ‘l‘é
IF) & )

Situational practice.

The situation: You, the representative of your company, are expected to welcome David
Brown, who comes from America, at the airport, and then accompany him
from the airport to the hotel. After that, you accompany him to your company
where you will introduce him to your general manager, Li Wei.

The task: Design possible dialogues according to the situation mentioned above.

Sl 7% E

O g1 ) nimEs

WG RIBI 510 (AR) TEHIGHHEZEAN (G).
G: I, SERAR RIS LA ARR g ?

AR: &), B

G: HEKEEENDAFF - AR,

AR: FTRHE, EFERIX)LEER. MDER k.
G: REMIEE.

AR: REMNBE. FH/REGA, XEESE —UORPEM?
G: &, K. B—EHEFEREEXNTEWHER.
AR: FEEAEIX LT SR

G: #g, WESH.

AR: XA RATE?

G: &M, #LEX L.

AR: FATHZELEI )L, FREERNIER .

G: .

AR: RFEERFET. WLETH?

G: IFHy, s, FEET.

10
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AR: #At4a. Xidik.
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ZH (R) BHAHD AL FRIFTE - FIHAE (L) BB TEIEEFF T A6 . FIFIE (M)
WL

z =

rEeRArRARRAR

ool -l -

B !

B EgF! A, ERATE?

REF, g, &7

MR, ARG S A ?

=, HEE.

B TS

B BRERSRKFE ENEEXAE XK.

WAEMIAERT . AL, LT, EHREHET. EiFk.
gt

(#5)

tr, RRBAKREPAZE.

HFE, REMEG. RIAXIVE —ABEER R ELE, BRATL, Al
SRt A

RE-T, & WARETS¥ET. FRERSE-2)LG?
KFEFHLW) WHERET —A¥ET, BREFE—2/LG?
BLAEAT 4 B 1) 2

HRE+ AT

ef, HFZ L.

(X FGF ) TSR, 25 AT BASE

G, SRS T RO A

Wl (FLEE) WFEELN) BRWEFZ)LKEE,
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