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Workshop One English for Front OfficeUnit 1 Room ReservationPart One Key Points for Teaching, Learning &
Assessment in the UnitLearning ObjectivesKey Points in the UnitPart Two Simulation TrainingTechnical
TermsSentence PatternsSample DialoguesDialogue 1 Receiving a Reservation [ Basic Procedures[] Dialogue 2 A
Group ReservationDialogue 3 We Are Fully BookedClassroom ActivitiesPart Three Extended ReadingAdvance
ReservationsPart Four ExercisesUnit 2 ReceptionPart One Key Points for Teaehing, Learning & Assessment in the
UnitLearning ObjectivesKey Points in the UnitPart Two Simulation TrainingTechnical TermsSentence
PattemsSample DialoguesDialogue 1 A Guest with Advance Reservation Checks inDialogue 2 Registering a Tour
GroupDialogue 3 Receiving a Walk-in GuestClassroom ActivitiesPart Three Extended ReadingWhat Should Hotel
Receptionist Doll

Part Four ExercisesUnit 3 Bell ServicePart One Key Points for Teaching, Learning & Assessment in the
UnitLearning ObjectivesKey Points in the UnitPart Two Simulation TrainingTechnical TermsSentence
PatternsSample DialoguesDialogue 1 Receiving a Guest & Bringing Him to His RoomDialogue 2 Running Errands
for GuestsDialogue 3 Getting down the Luggage before the Guests Check outDialogue 4 Hiring a TaxiClassroom
ActivitiesPart Three Extended ReadingThe Front Desk EmployeesPart Four ExercisesUnit 4 Money ExchangeUnit
5 Telephone OperatorUnit 6 InformationUnit 7 ComplaintsUnit 8 Paying the Bill and Checking outWorkshop
Two English for Housekeeping DepartmentUnit 9 Room CleaningUnit 10 Guests' RequestsUnit 11 Laundry and
Valet ServiceUnit 12 Room ServiceUnit 13 Lost and FoundUnit 14 Damage and CompensationUnit 15 Problems
and MaintenanceWorkshop Three English for Food and Beverage DepartmentUnit 16 Table ReservationUnit 17
Receiving DinersUnit 18 Taking Orders and RecommendationsUnit 19 Chinese Food RestaurantUnit 20 Western
Food RestaurantUnit 21 Buffet and Coffee ShopUnit 22 ComplaintsUnit 23 PaymentUnit 24 Beverage
ServiceWorkshop Four English for Other DepartmentsUnit 25 Sample Dialogues for Other Departments
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