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Part One Conversational English for Receptionists
0000 oboooooooon

[0 1.Situational Dialogues O [0 [ [

00 O 1.1 Making Room Reservations
Oooon

0 O 1.2 Greeting Guests

Ooogld

00 O 1.3 Checking In

OooDon

[0 O 1.4 Showing a Guest to the Floor
OooDOon

0 O 1.5 Changing Rooms
oo

0J [0 1.6 Being Fully Booked
0oodn

0 O 1.7 Answering Inquiries
OoDoon

[0 O 1.8 Helping to Look for Someone
OoDoon

(0 O 1.9 Checking Baggage
OoDoon

(0 O 1.10 Helping to Lookfor Baggage
OoDoon

0 O 1.11 ReceivingVisitors
OooDoon

0 O 1.12 Giving Other Services
OooDon

00 2.Commonly Used Expressions [0 O O [
Part Two Conversational English for Room Attendants
O0o00oboooooooon

O 1.Situational Dialoguest [0 [0 OJ

0 [0 1.1 Ushering a Guest into the Room
0oodn

0J [0 1.2 Introducing the Room Service
O0ooooDbod

[0 O 1.3 Housekeeping

OoDoon

[0 O 1.4 Serving a Guest
Oooooo

00 O 1.5 Changing Rooms
OoDoon

0 O 1.6 Taking a Message
OooDoon

0 O 1.7 Posting Letters for a Guest
OooDon
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0 O 1.8 Forwarding Mail

OooOoo

[0 O 1.9 Having Business Cards Made
OoDoon

[0 O 1.10 Meeting Visitors
OoDoon

0 O 1.11 Offering Repair

OooDoon

0 O 1.12 Answering Inquiries
OooDon

(0 O 1.13 Offering Laundry Service
Oo0oDOon

[J O 1.14 Inquiring After a Sick Guest
OooDon

[0 O 1.15 Congratulating a Guest on the Birthday
OooOoo

[J [J 1.16 Looking for Lost Articles for a Guest
Ooooo

0 O 1.17 Making Compensations
OooOoo

[0 O 1.18 Providing Traffic Information
O0ooooDbod

[0 O 1.19 Checking Out

OoDoon

[0 2.Commonly Used Expressions 00 [0 [ [

Part Three Conversational English for Switchboard Operators
O0O00ooooooag

[ 1.Situational Dialoguest] OO [0 O

00 O 1.1 Making an International Call

Oo0oDOon

[0 O 1.2 Making a Domestic Call
OooDon

0 O 1.3 Making a House Phone Call
OooDOon

0J O 1.4 Making a Direct Dialling Call
Ooooo

0 [0 1.5 Explaining Time Limit
OooOoo

[0 O 1.6 Calculating Conversation Time
OoDoon

0 O 1.7 Offering Wake-up Service
OoDoon

00 O 1.8 Offering Answer Service
OooDoon

0 O 1.9 Dealing with Complaints from a Guest
OooDOon

(0 O 1.10 Explaining the Ways to Charge
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Ooodn

0J [0 1.11 Reporting Charges to a Guest
Ooooo

[0 2.Commonly Used Expressions (0 [0 [ [
Part Four Conversational English for Cashie
OO000O0oOoooog

0 1.SituationalDialogues [0 [0 [

0 O 1.1 Asking for Advance Deposit

OooDoon

00 O 1.2 Exchanging Money
OooDon

[0 [0 1.3 Settling a Bill by Cash
OooDOon

0 [0 1.4 Settling a Billby Credit Card
Oooooo

[0 O 1.5 Setting a Bill by Traveller'S Cheques
Ooooo

0 [ 1.6 Separating Bills

Ooooo

0 [0 1.7 Checking the Items
OoDoon

[0 O 1.8 Correctingthe Miscalculation
OoDoon

[0 2.Commonly Used Expressions 00 [0 [ [
Part Five Conversational English for Taxi Drivers
O0O000bOOooooooog

[ 1.Situational Dialoguest OO O O

(0 O 1.1 Taking an Order for a Taxi

OooDon

[0 0 1.2 Greeting a Guest
OooDOon

0 [0 1.3 Answering Inquiries
OooDOon

0 O 1.4 Talking About Driving
Ooooo

0 O 1.5 Talking About the Weather
Ooooo

0J [0 1.6 Being Held Up in the Traffic
OoDoon

00 O 1.7 Something Wrong with the Taxi
OoDoon

(0 O 1.8 Accepting Fares
OoDoon

0 O 1.9 Giving Directions
OooDoon

(0 2.Commonly Used Expressions (1 (O (I [J
Part Six Conversational English for Other Hotel Clerks
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0000 o0obooooooooo
[0 1.Situational Dialogues] (I (I [J
[0 O 1.1 Booking a Train Ticket
Ooooon

[0 O 1.2 Booking Plane Tickets
OoDoon

00 O 1.3 Belling Stamps
OooDoon

00 O 1.4 SendingParcels
OooDon

0 O 1.5 SendingaTelegram
Oo0oDOon

00 O 1.6 SendingSome Money
OooDon

[J O 1.7 Barbering a Male Guest
O0oodn

0J [0 1.8 Doing Hair for a Female Guest
0oodn

[0 O 1.9 Developing Some Films
Ooooon

(0 O 1.10 Printing Some Negfitives
OoDoon

[0 2.Commonly Used Expressions 00 [0 [ [
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