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| Greetings /

Part 1: Expressions

Hi. How are you doing?

My name is Jason. What yours?
Jason

Have we met before?

What is your name?

I sorry, I didn catch your name.

It is a pleasure to meet you.

What is he doing right now?

Is she busy at the moment?

When will you be free?

It hard to say when she will be available.

Do you have an appointment?

I have a 2pm appointment with her.

I called last week to make an appointment.
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Pleaselook again. | am surethat | havean appointment.

Shewill bewith you in amoment.

Part 2: Dialogues

© Saying hello /

Jason

Hello, my name is Jason.
Allison

Hi, Jason. £ s good to meet you.
Jason

You, too. And, what is your
name?

Allison

My name is Allison. You can
call me Alli.

Jason

Sorry, | didn t catch your name.
Allison

Oh, my name is Allison, but 1 go
by Alli.

Jason

Thanks. Nice to meet you, Alli.
Allison

Do you have a nickname, or do
people just call you Jason?
Jason

Sometimes my friends call me
Jay, but 1 prefer Jason.

Allison

Ok, Jason it is!
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® Telling what the boss is doing /

Jason

Is your boss free?

Allison

Do you mean Mrs. Krauss? Krauss
Jason

Yes, | was hoping that I could talk
to her today.

Allison

Well, she is a very busy lady. She
usually has meetings all day.
Jason

Oh, I see. Where is she now?
Allison

Right now, she is in a very impor-
tant meeting with some clients.
Jason

Do you know when the meeting
will end?

Allison

It is supposed to end around 1lam, 1
but sometimes they run over.
Jason

Do you know what her schedule
for the rest of the day is?

Allison

Hold on a second, let me check her
appointment book.

Jason

Thanks.

Allison

After this meeting then she has a
lunch appointment. But, she will
be free this aftermoon.
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© Asking whether he has an appointment

Allison

Do you have an appointment to Krauss
see Mrs. Krauss?

Jason

Yes, she told me to come in and

see her at 2pm.

Allison

I don see your name here in the
appointment book.

Jason

It should be there. | talked to Mrs.

Krauss on the phone yesterday.  Krauss
Allison

Oh, 1 see it here. According to this,

your appointment is for 3pm.

Jason

There must have been a misun-
derstanding.

Allison

Mrs. Krauss has to make an im- Krauss
portant telephone call at 2:30.

Jason

Will she be done at 3? 1 can come 3
back then.

Allison

Yes, she is free from 3 until 4.

Would that be OK for you?

Jason

Sure. Please_pencil me in.

Allison

0K, you are set for 3pm. Don be

late.
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Part 3: Substitutions

© a Hi, Allison. It" s great to meet you.
nice
a pleasure
b. You, too.
Allison
b. ( )

® a. What is your name?
b. My nameis Jason.
'm
You can call me

b. Jason

© a.lam his assistant.
personal assistant
secretary
b. Maybe you can help me.

O a. Is your manager free?
available
here

b. Let me see.
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b.
@ a.l'msorry, sheis busy at the moment.
not available
not here
b. But I made an appointment with her yesterday.
b.

® a. | have an appointment at  10am.
noon
4:30pm

(op

. OK, please take a seat.

@ a. Let me check the calendar.
date book
appointment book

b. The appointment should be under Jason Terry.
b. Jason Terry
® a. Whendid you make this appointment?
set up
arrange
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b. I called two weeks ago.

a.

b.

© a. Shewill be right out.

see you in a moment
come out shortly

b. Great.

b.

® a. Thank you for your help.
b. You're welcome.
No problem
It's my pleasure

Part 4: Monologue

I am sitting here waiting for my appointment with Mrs. Krauss.
When | talked to her yesterday, she told me come in and see her at
2pm today. | came in early this morning to make sure that | was on
time. Unfortunately, when | arrived, Allison told me that my ap-
pointment was for 3pm, not 2pm. Well, | do not mind waiting be-
cause | have something very important to discuss with her.

I also met Allison this morning although I was a little nervous
when | introduced myself to her. She told me that her friends call
her Alli, so | will call her Alli from now on, as if | am one of her
friends. | hope that Mrs. Krauss comes out to see me soon.

— Jason, a friendly guy
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Krauss
Allison
Allison
Alli
Alli Krauss
————— Jason
~ Part 5:Vocabulary and Phrases -2 ‘

" available [:\H<0S:BS] a.
appointment [:\A50QCP:QC] n . ( )
nickname [ \QOE]Q<OP] n. , ,
run over (to take longer than the allotted time) v.
schedule [ \KE<DN7S] n. ,
pencil sth./sb. in (to write it/them down in the appointment book = to
. schedule something)
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) Makingsomebody comfortable

Part 1: Expressions

Can 1 get you something to drink?

I would like something to drink, please.
Are you thirsty?

What do you have to drink?

What would you like?

I would like a glass of water.

Green tea is my favorite.

I have never had oolong tea before.
I only drink decaf coffee.

Is this coffee decaf?

Can 1 have a little more tea, please?
Be careful, it is very hot.

Here is a napkin.
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Can | have another napkin, please?

This coffee tastes great.

Part 2: Dialogues

© Asking what the guest would like to drink

Jeff

Hi, Sandy. Please take a seat. Sandy,
Sandy

Where should 1 sit?

Jeff

Anywhere is fine. Please make
yourself comfortable.

Sandy

Thanks.

Jeff

Can 1 offer you something to
drink?

Sandy

That would be nice. What do you
have?

Jeff

We have water, soda, coffee,
tea

Sandy

Any juice?

Jeff

We have orange juice, apple
Juice, and fruit punch.

Sandy

Is tre OJ fresh-squeezed?
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Jeff

Sorry, it froma carton.
Sandy

Oh, 1 I have some tea then.
Jeff

Coming right up.

Introducing Different kinds of Chinese tea

Jeff

We have many types of teas.
What do you like to drink?
Sandy

Which kinds of tea do you have?
Jeff

British, Dutch, and Chinese.
Sandy

Some Chinese tea would be won-
derful.

Jeff

We have many different types of
Chinese tea: green, jasmine, chry-
santhemum

Sandy

I have never tried any of those.
Which do you recommend?

Jeff

Personally, | prefer jasmine tea.
Sandy

Ok, I will try some jasmine tea,
then.

Jeff

Please be careful as the cup is
very hot.
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Sandy
This is delicious. The taste is very
light and refreshing.

© Asking how a guest would like their coffee

Jeff

Can 1 get you some coffee as
well?

Sandy

Yes, please.

Jeff

Do you like regular or decaf?

Sandy

Regular, please.

Jeff

Cream?

Sandy

Do you have any milk?

Jeff

Sure. How much would you like?
Sandy

Jst a little is fire.

Jeff

Do you take sugar?

Sandy

Yes. | like a lot of sugar in my
ooffee.
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Part 3: Substitutions

© a) Please takeaseat.
sit down
pull up a chair
b) Thank you.
a.

® a) Itis a pleasure to see you.

b) I want to thank you for having me.
inviting
seeing

a.

b.

© a) Would you like something to drink?
b) No, thanks. I'm fine.
OK
not thirsty

O a) Do you drink coffee?
b) No,I  trynotto.
don't like it
prefer tea
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© a) Do you like the tea?

b) Itis excellent. What  kind is this?
type
flavor

a.

b.

® a) Would you like some more tea?
b) No, thanks. I've had enough.
This is plenty
| have finished this cup yet

@ a) Thisteais delicious.

wonderful
delightful
b) It's chrysanthemum.
a.
b.

©® a) How is the tea?

b) Itis a little cold.
too strong
bitter

a.

b.

«14)»



Evvanme
glish 600 for Excellent Secretary

© a) How do you take your coffee?
b) Black, please.
Cream, no sugar
With just a little sugar
a.
b.

@® a) Thank you for the tea.
b) You're guitewelcome.
welcome to have more
welcome to take some home

Part 4: Monologue

Jeff is a great host. This morning | went to his office and was
very impressed with his hospitality. He had an amazing selection
of drinks and was very patient in explaining all of them. | have
never met anybody who has so many types of tea. I have never
had Chinese tea before so | was very curious to try it today. The
jasmine tea was wonderful. Although | was tired when I arrived, |
felt much better after | drank it. Jeff truly made me feel at home.
He has a very warm personality and seems like a very caring guy.
I can’t wait until the next time | can go and visit him.
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= Part 5: Vocabulary and Phrases -

" thirsty[\l:: KCO] a. ,

decaf coffee n. decaf =decaffeinated

comfortable [\E8PG:C:BS] a. ,

0OJ (orange juice) abbr. ,

squeeze [ KEVO: L] vt. B

carton (box used to hold milk, juice, etc.) [\E4: C:Q]

oolongtea [\7:S5R] n.

jasminetea [\DN3KP0OQ] n.

chrysanthemum tea [ETO\K3QI:P:P] n.

refreshing[ TO\GT<MOR] a.

delightful [DO\S>0CG:S] a. ,

impress [OP\AT<K] vt.

_ hospitality [JOSKAO\C3S0CO] n. ;
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3 Smalltalk/

Part One: Expressions
How was your flight?
I e had better flights.
I came in on Flight 403 from Washington, D.C. .
403
Where did you come from?
What airline did you take?
My flight gets in at 4:40.
I 1 be waiting for you at the airport.
Let meet in the baggage claim area.
How many times have you been to Boston before?
This is my first time in Boston.
How do you like Boston so far?

Is your hometown as big as Boston?

How do you feel about the weather?
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