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Part I



Work in pairs. Choose the proper word to fill in each blank in the following 
dialogue.

assistance 
appointment 

engaged 

particular

firm 

in 
leave 

future



Part II



Task 1 When you meet your business visitors, you may want to make small talk by 
asking questions about travel, accommodation and the weather so as to “break 
the ice”. The following are examples of some of these questions. Please find their 
corresponding responses, and then listen to the dialogues to check your answers.



(1) c (2) f (3) a (4) i (5) b
(6) h (7) d (8) e (9) j (10) g
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Task 2



Task 2
1. You will hear a passage about work receptionists perform. Listen to the first 
part and choose the right answers to each question. (Note: There may be more 
than one correct answer.)

a b c d 

b d

a c

c d

b d
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Task 2
2. Listen to the second part of the passage. Decide whether the following 
statements are true (T) or false (F).

F
F

F
T

F

T
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Part III





Follow-up Practice

1. Fill in the blanks with the correct phrases from the box, and then listen to the 
passage to check your answers.

make an appointment 

by name 

make suggestions 

in the middle of

out of the question

in touch with



Script



Follow-up Practice

2. Below is a dialogue between a receptionist and a visitor. Rearrange them in 
the correct order, then check your answer according to what you hear, and 
finally take turns practising it with your partner.

The correct order is:
__________________
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Part IV





Pre-viewing

1. Look at the following pictures to have a rough idea of the video.



1. Watch the video and decide whether the statements below are 
true (T) or false (F).

Viewing

00:05 / 03:00

F

T

F

T
T

T



2. Watch the video again and complete the dialogue according to what you hear.

May I help you

Do you have an appointment
10:30

Can I have your name, please

occupied

Yes, of course
Would you like something to drink

Coffee, please
sugar and cream
Just black

available
available



Script
Receiving a visitor to the office

(Situation: Mr. Dantini, an American businessman, comes for his appointment with Mr. Hansen. He 

has to wait because Mr. Hansen is receiving a long distance call from another client. Wendy, the 

receptionist, brings him some tea and some magazines and apologises  for keeping him waiting.)

Wendy: Good morning. May I help you?

Mr. Dantini: Yes, I’d like to see Mr. Hansen, the president.

Wendy: Do you have an appointment, sir?

Mr. Dantini: Yes. I have an appointment with him at 10:30.

Wendy: Can I have your name, please?

Mr. Dantini: Brawn Dantini from Wilson Electronics.

Wendy: Thank you, Mr. Dantini. Would you please take a seat? I’ll tell Mr. Hansen’s secretary that 

you’re here.

Mr. Dantini: Thanks.

(by internal call)

Wendy: Mary, this is reception. Mr. Dantini is here for his appointment.



Script
Mary: I’m sorry, but Mr. Hansen is on a long-distance call. Would you ask Mr. Dantini to wait for a 
few minutes?
Wendy: All right.
(to Dantini) I’m sorry, Mr. Dantini, our president is occupied just now. Would you please wait for a 
few minutes?
Mr. Dantini: Yes, of course.
Wendy: Would you like something to drink? Do you prefer coffee or tea?
Mr. Dantini: Thank you. Coffee, please.
Wendy: Would you like sugar and cream with your coffee?
Mr. Dantini: No, thank you. Just black.
Wendy: (Brings coffee.) Here you are, Mr. Dantini. And there are some magazines if you’d like to 
read them.
Mr. Dantini: Oh, good. Thank you very much.
(A moment later, Mary rings Wendy on the internal line.)
Mary: Mr. Hansen is available now. Please send Mr. Dantini up.
Wendy: OK. (to Dantini) Mr. Dantini, our president is available now. I’ll take you to his offi ce and 
bring you some more coffee. Please come this way.
Mr. Dantini: Thank you very much.



Work in small groups. The following is a register of visitors made by Judy, a 
receptionist of a business company. Make dialogues according to the following 
information, and then take turns to act out one or two of the visits.

Post-viewing





Part V







Follow-up Practice

1. Listen to the dialogue and answer the questions according to what you hear.

Sydney

Sydney Garment Ltd. Corporation

Purchasing Manager

Secretary to the General Manager Mr. Liu

She works at the Guangzhou Textiles Company

It’s lovely. Real November weather, sharp and bright

Collect Mr. Green’s luggage

The Garden Hotel
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Follow-up Practice

2. Listen to the following sentences and give responses to them orally.



Part VI





Pre-viewing

1. Discuss in pairs. How important are first impressions? What effect does the 
initial contact have on future relations?



2. Look at the following pictures to have a rough idea of the video.



Viewing

1. Watch the video. Decide whether the following statements are true (T) or false (F).

00:05 / 03:00

(1) F (2) F (3) F (4) F (5) F
(6) F (7) T (8) F (9) T (10) F



Script
Making a business partner at the airport

(Situation: Mr. Lin and his secretary, Miss Wang, are waiting at the International Arrivals Hall 
at an airport. Mr. Lin holds a large sign reading “Welcome Ms. Jones” and Miss Wang holds a 
bunch of flowers. Ms. Jones walks through the Green Exit. And then she sees the sign, waves, 
and goes towards them.)
Mr. Lin: Ms. Jones?
Ms. Jones: Yes, I’m Miranda Jones from Flora Garment Trading.
Mr. Lin: My name is Lin Hua. I’m the Sales Manager with Baiyun Sweaters. How do you do, 
Ms. Jones?
Ms. Jones: How do you do? It’s very nice of you to come to meet me.
Mr. Lin: You’re welcome. And may I introduce my secretary, Miss Wang?
Ms. Jones: Sure. It’s a pleasure to meet you, Miss Wang.
Miss Wang: The pleasure is mine. The flowers are for you, Ms. Jones.
Ms. Jones: Oh, thank you. They’re beautiful! You’re very kind.
Mr. Lin: How was your flight, Ms. Jones?
Ms. Jones: Very nice. The service on board was superb. And I managed a few hours’ sleep, so I 
feel fine now.



Script

Mr. Lin: I’m glad to hear that. Oh, let me help you with your luggage.

Ms. Jones: Thank you. (Hands a suitcase to Mr. Lin.)

Mr. Lin: Is this your first visit to China?

Ms. Jones: No. But it’s my first visit to Guangzhou. I hope it won’t be my last.

Mr. Lin: I hope you will have a pleasant stay here.

Ms. Jones: I’m sure I will.

Mr. Lin: Our car is out in the parking lot. Shall we drive to your hotel now?

Ms. Jones: Yes, thank you. Let’s go.

Miss Wang: This way, please.

(They walk out of the Hall and head for the parking lot and then drive to the hotel.)

Miss Wang: Here we are, Ms. Jones. This is the White Swan Hotel. We’ve reserved a room

for you on the 6th floor with a balcony overlooking the park.

Ms. Jones: Thank you very much. It’s very considerate of you.

Miss Wang: Well, that’s the least we could do.
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(In the hotel room)

Mr. Lin: This is your room, Ms. Jones. Is it OK?

Ms. Jones: Oh, yes. It’s lovely, very cozy and well-decorated! It’s really very thoughtful of you 

to have arranged it for me.

Mr. Lin: Not at all.

Miss Wang: You must be very tired after your long trip. Is there anything else we can do for you?

Ms. Jones: No, thanks. Not at the moment.

Mr. Lin: Then we’ll be leaving now so that you can settle in. After all, we’ll have enough time 

for business during the next 3 days.

Ms. Jones: Thank you.

Mr. Lin: You’re welcome. We’ll contact you tomorrow morning.

Ms. Jones: See you then.

Mr. Lin & Miss Wang: See you! 



Work in groups. Role-play the following situation.

Post-viewing



Part VII














