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1 Atreception E&FE

WEFE | ABAER | HERE

Conversation

B 1 S e HARGRISHTRATNERFE - H8 - RENRE - BT S

REFHERAT - BBEMPIEE - WABEBEER © MARRERmE ?

Sally

Paul
John

Good morning, how can | help you?
Good morning. We're here to see Diane Kennedy at 10 o’clock.
Can | have your names, please?

Yes, it's John Carter and Paul Rogers from Australian Power
Utilities. Here’s my business card.

Thank you. I’ll just call Ms Kennedy.

Thank you.

And can you complete these security forms, please?
Of course. Excuse me, can | have a pen?

Here you are. Diane? | have Mr Rogers and Mr Carter in
reception for you. Right. Thank you.

Thank you. Please could you wear these visitors’ badges?
Someone will come down to get you in a moment. Please have a
seat.

Thanks.
OK.

Collins WAZEFE:E (BHEE)



DVD

Did you know?

FRASHEBYHEE B TSA-TI/EG - BEEERAL "FL" =k “H
» —f&F A am 3 pm © 855 in the morning ~ in the afternoon =X in the

e

evening °

At reception | Unit 1

Understanding

© 2 E5 &k UTOTRER ) ERER (F)?

W N =

4

Key phrases

Dealing with visitors at reception

Good morning [ afternoon /
evening, ... .

Can | have your name(s), please?
I'll just call Ms ... .

John and Paul work at Lowis Engineering.

Diane knows John and Paul are coming to see her.
John and Paul will have to wear badges.

John and Paul will have to wait a long time for Diane.

these badges?

How can | help you?

Please have a seat.

Can you complete this form / these
forms, please?

T/F
T/F
T/F
T/F

Please could you wear this badge /

Someone will come down to get you.

3 KOAFREFRILRIEST -

1

evening, Good help | can how you

?
| Can names, your please have

?
Please you these complete could forms

?

will get come Someone down to you

seat Please a have

Collins Workplace English (Practical Guide)
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4 FLHMEBEMESR -
Receptionist Visitor
1 Good afternoon. How can | help you? A Ali Khan.
2 Could you wear this badge, please? B I'm here to see Diane
3 Can | have your name, please? Kennedy.
4 Please can you complete this form?  C Can you give me a pen?
D Of course.

5 FEOY-RENER  WESHERBHER -

Lowis Engineering — Visitor Form

Surname / Last name

First / Given name

Company address

Email

Visiting

Time in 9.30 Time out

Signature _Johw Carter

Australian Power Utilities

John Carter
Managing Director

Block 7 Industi
Canberra
Email: carter@apu.com

6 MIFECHER  ERSERSE-

8 | Collins HAEEE (BEHE)



At reception | Unit 1

Language tip

FRERD

&% nine o’clock 3% nine am & '~ ¥ £ 1
¥ : a quarter past / after (US) eleven 3k,
eleven fifteen (am) R RE E+—K+H
9+ half past two =k two thirty (pm) %
T~ NFZE=+%: aquarter to eight
8% seven forty-five (om) & & N £ B
H+ED -

Speaking
7 MEBEIEAFNERFE REE R EIF BERTRIEESGT
°1C‘D°2 BB Track 01 WM —B 2148135 - RIRFCFIA - RIBBREE Track 02
TTR ¥ & ©

You Good morning madam, can | help you?

Guest Yes, | have an appointment with Diane Kennedy for 11 o’clock.
You (Ask her name.)
Guest Jane Taylor from Taylor and Curtiss Consultants.
You (Ask her to complete a security form.)
Guest Can you give me a pen?
You (Offer a pen.)
Guest Thanks.
You (Ask her to wear a visitor badge.)
Guest Of course.
You (Ask her to have a seat and say someone will come to get her.)
Guest Good! Thanks for your help!

4—4—-\=-£ .'
Now you can wma%gﬁa A
| | e ELES
2 %%%ﬁ'éiﬁ%%ﬁ%
3 éaﬁé%ﬁ%%?&ﬁ%

\

Collins Workplace English (Practical Guide) | 9



2 Company visitors 2 B &

Conversation

© 1 &R Egr - HiEamss TR AR ABIE - ks R
DD =B - BEMMMYsE - WABERS - RNFAMHERAER ?

Jasmine
John

Jasmine
Paul
John

Jasmine

Paul
John

Jasmine

Paul

Jasmine

Excuse me, are you John Carter and Paul Rogers?

Yes, we are. I’m John Carter and this is my colleague, Paul
Rogers.

Hello, I'm Jasmine Goodman.

Hi.

Hi.

Diane Kennedy asked me to meet you. Welcome to Lowis
Engineering.

Thank you.

Thank you.

Come this way, please. We need to take the lift or, as
you’d say, the elevator to the 3rd floor.

It's a great building.

Yes, it is. It's a nice place to work.

10 | Collins WAEHE (BERE)



DVD

Did you know?

Company visitors | Unit 2

EXNEIERA elevator Rx “E" o HIANERBERIA lift o AN - FERXEZEA first

4

floor & “—#" - EXEEBRIA ground floor e

Understanding

© 2 85 % A yesdno IERIE -

A ON -

I'm ..

Do John and Paul know Jasmine already?
Does Jasmine work at Lowis Engineering?
Do they need to take the lift?

Does Jasmine like where she works?

'Key phrases

Meeting company guests
Excuse me, are you ... ?
./ thisis ... .

Diane Kennedy asked me to meet you. Stairs to the 3rd floor.

Welcome to ... .

Come this way, please.

We need to take the lift | elevator /

3 EERAFHMEBND o

1

O g~ WODN

Excuse me,

I'm Paul and

Ms Kennedy asked
Come this way,
Welcome

We need to

to our company.

take the stairs to the 1st floor.
are you Paul Rogers?

this is John.

me to meet you.

please.

Mmoo w >

Collins Workplace English (Practical Guide) | 11



4 SERFEEIKEEIESF -

1 is my this John Carter I'm and colleague, Rogers Paul

2 floor We to take need the to lift the 3rd

3 Carter me, Excuse are Mr you

4 way, Come this please

5 Carter me asked Mr meet to you.

Q) s
03

CD

12

FA RN EERFERS (R AME - BEUTRAG T - RABKE
Track 03 WAZHZ =

Jasmine
Guest
Jasmine
Guest
Jasmine
Guest
Jasmine
Guest

(1) me, (2)
Yes, that’s right.
I'mJasmine Goodman. Diane Kennedy (3)

you Ms Ringwood?

me to meetyou.

Oh, hello Jasmine.
(4)
Thank you!

This way, please. We (5)
OK.

to Lowis Engineering.

to take the lift to the 3rd floor.

Collins WAZEFE:E (BHEE)



Company visitors | Unit 2

Language tip

PR A AFRE S - SITET R AR RER - AJF Excuse me °
XRTEBHNEFEAIRFE : first, second, third, fourth, fifth % o

Speaking

6 (MERFEMLIBERELRE - BERRLELAM o R Track 04 I
0405 TEM—B 2 15 - RYRSCRIIAE - 28 B EEE Track 05« ¥ILLIRHEH

cD Ha

[al=]

You Excuse me, are you Mr Stenson?
Visitor Yes, that’s right.

You (Give your name and say your boss, Mr Brown, asked you to meet

him — welcome him.)

Visitor Thank you very much.

You (Ask him to follow you to the lift — you need to go to the 8th floor.)
Visitor Of course. This is a great building.

You (Say it's a nice place to work.)

Ers
Now you can iﬁﬁi%&%‘i@?ﬁ &
| | EESE
) |aBNA
3 | BHERE

\

Collins Workplace English (Practical Guide) | 13



3 What do you do? {R#EE T E ?

RIRATAE | IR TE | MEAEANTIE

Conversation

B 1 ##5-%xEH5E0H - FENRE - BFEFIEEE oM TESE
bvD FHEEH - BIEMMINYE  YEBBEER  AAESREEMEE ?

John So what do you do, Jasmine?

o Oh, I'm Diane’s personal assistant so | answer the phone
and manage her schedule.

Paul Is she very busy then?

Jasmine Yes! She travels a lot. | book all her plane tickets and
hotels.

John | see. And do you travel with her sometimes?

T No, nolt usually. | stay_here and then I’m responsible for
the office and deal with any problems.

Paul You have a lot to do!

Jasmine Yes. And in meetings, of course, | take the minutes.

Paul ... and you look after visitors to the company.

Jasmine Yes, that’s right! Ah, here it is. After you.

John Thanks.

£

14 | Collins WAEHE (BERE)



What do you do? | Unit 3

Did you know?

schedule H)E% - iEAK skedule 3 shedule ¥ A% - £\ :EEE skedule -
BEAEEFT  MEZEStHhEAR -

Understanding

© 2 B88—x UTOTRIERE(T)ERHER(F)?

ovD 1 Jasmine has lots of different responsibilities. T/ F
2 Jasmine usually travels with Diane. T/F
3 Jasmine runs the meetings. T/F
4 Jasmine helps the visitors. T/F

Key phrases

Asking about and describing responsibilities

What do you do? I answer the phone.

Is (s)he /| Are you busy? I reply to emails.

Do you travel with her? I’'m responsible for ... .

I'm a personal assistant / salesman / | deal with ...

receptionist. | take the minutes at meetings.
| book all her plane tickets / hotels. | look after guests / visitors.

3 BCHIATMEMD - K IEFERAE -

1 personal A with

2 responsible B to

3 take the C minutes
4 look D assistant
5 reply E for

6 deal F after

Collins Workplace English (Practical Guide) | 15



4 FCHEDATNMERD @ AARKGEBAF -

1 I'm responsible after visitors to the company.
My colleague makes my work mobile after 6 o’clock.
The receptionist looks to my emails.

| always reply my flight reservations.

a b WODN
moow >

| don’t answer

5 RECHTHEBRNTKATNET

I'm a

for my boss’s appointments.

I'm responsible for

| look after
| reply to

a b WON =

| deal with

16 | Collins HAZEHE (BERE)



