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t the R

eception D
esk

A: May I help you, sir?

B: Yes, could you tell me where Mr. Green’s office

   is?

A: It’s on the fifteenth floor.

A: Good morning.

B: Good morning. I have an appointment with  Mr.

Smith.

A: One moment, please.

A: I’d like to see Mr. Brown.

B: Did you have an appointment?

A: Yes.

A: Miss Linda is in conference now. Could you

please wait a moment?



A
t the R

eception D
esk

B: OK. Do you think she’ll be long?

A: No. She should be free in just a few minutes.

A: Miss Green, isn’t it?

B: Yes. Did you have any trouble finding us?

A: No, not at all.

A: Good morning, are you Mr. Smith?

B: Yes, is Mr. Green waiting for me?

A: Yes, he is. I’ll inform Mr. Green that you are here.

A: Can I see Mr. Brown now?

B: Can I ask what you wish to see him about?

A: I’d like to introduce our new product to him.
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A: May I help you?

B: I’m Paul. I have an appointment with Mr. Green.

A: Please sit down, Mr. Paul. Mr. Green will  be  with

    you soon.

A: May  I help you?

B: I wonder if I can apply for a job here.

A: You have to come in to our office and fill out an

application form.A
t the R

eception D
esk



A
t the O

ffice
A: Please type this letter for me and run off one

copy for our letter file, Laura.

B: All right.

  

A: Thanks.

  

A: Excuse me, boss, could I talk to you a minute?

  

B: What’s up?

A: What  about  the  pay  raise  you  promised  me  two

months ago?

A: Can you manage all these appliances here?

B: Yes. Do I have to demonstrate?

A: No.

A: What are our working hours?



A
t the O

ffice

B: From 9 a.m. to 5 p.m..

9 5

A: What’s the first thing to do at the office?

B: The first thing you do at the office is to punch in.

A: George!

   

B: Yes?

A: Would you please tell me how to operate the

   fax machine?

B: Sure.

  

A: May I help you?

B: I’d like to see Mr. Hans.

A: Sorry, he’s been transferred to the London

   office.



A
t the O

ffice
A: Are you familiar with the office management?

B: I have done something like that before.

A: Are you still interested in it?

B: I think I am. I quit the job only because it was too far

from my home.

A: Is the boss in his office?

B: Yes. Why?

A: I’m going to ask for two weeks off.

B: But we’re pretty busy now.

A: I’ve earned it. I’ve been working overtime every

day.

A: You seem to have something on your mind.



B: It’s my daughter. She wasn’t feeling well when I

dropped her off at school.

A: Oh, the poor girl.

A
t the O

ffice



M
aking an A

ppointm
ent

A: I’m wondering if you’d like to discuss the new

project with me.

B: Certainly. When?

A: How about this afternoon?

B: OK.

A: I’m sorry I can’t keep our appointment.

B: What happened?

A: I’m terribly ill now.

A: I wonder if it’s convenient to change our

appointment from this afternoon to tomorrow.

B: Oh, I’m afraid I’ll be busy tomorrow.

A: Some other time then.

B: OK.


