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1 At reception 

Greeting visitors I Asking somebody's name I Completing a form 

Conversation 

~ 1 Sally Smith is the receptionist at Lowis Engineering in London. John 
DVD Carter and Paul Rogers are visiting the company today. Read their 

conversation and watch the video. Who do they want to see? 

Sally 

John 

Sally 

John 

Sally 

Paul 

Sally 

Paul 

Sally 

Sally 

Paul 

John 

Good morning, how can I help you? 

Good morning. We're here to see Diane Kennedy at 10 o'clock . 

Can I 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 I have a pen? 

Here you are. Diane? I 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. 
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At reception I Unit 1 

, Did you know? 

In English we do not use the 24-hour-clock in everyday conversation. If we want to 
make it clear it is morning or afternoon, we normally use am or pm, or say in the 

morning or in the afternoon I evening. 

Understanding 

~ 2 Watch again. Are the sentences true (T) or false (F)? 

DVD John and Paul work at Lowis Engineering . 

2 Diane knows John and Paul are coming to see her. 

3 John and Paul will have to wear badges. 

T/F 
T/F 
T/F 

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

Key phrases 

Dealing with visitors at reception 

Good morning I afternoon I evening, .... 

How can I help you? 

Please could you wear this badge I these 
badges? 

Can I have your name{s}, please? Someone will come down to get you. 
----- ---

I'll just call fvfs ... . 

Can you complete this form I these 
forms, please? 

Practice 

Please have a seat. 

3 Put the words in the sentences into the correct order. 

evening, Good help I can how you 

-------------------------------------? 
2 I Can names, your please have 

--------------------------------------? 

3 Please you these complete could forms 

--------------------------------------? 

4 will get come Someone down to you 

5 seat Please a have 

Workplace English I 7 



4 Match the questions to the answers. 

Receptionist 

1 Good afternoon. How can I help you? 

2 Could you wear this badge, please? 

3 Can I have your name, please? 

4 Please can you complete this form? 

Visitor 

A Ali Khan. 

B I'm here to see Diane Kennedy. 

C · Can you give me a pen? 

D Of course. 

5 Look at John Carter's business card and complete the details on the 
visitor form. 

Lowis Engineering -Visitor Form 

Surname I Last name _____________________ _ 

First I Given name 

Company address 

Email 

Visiting 

Time in _____ q_.3_0 ________ Timeout ________________ _ 

Signature lo~Carter 

Canberra 
Email: carterraapu.com 

6 Complete the visitor form with information about yourself. 
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Language tip 

Telling the time 

Say nine o'clock or nine am for 9.00. 
For 11.15 you can say a quarter past I 
after (US] eleven or eleven fifteen {am]. 

For 14.30 you can say half past two or two 

thirty {pm]. 

For 19.45 you can say a quarter to eight or 
seven forty-five {pm]. 

Speaking 

At reception I Unit 1 

D) 7 You work at the reception of Lowis Engineering when a visitor arrives. Read 
01- 02 the instructions and welcome the visitor. Play Track 01 and speak after the 

co beep. You start. Then listen to Track 02 to compare your conversation. 

You 

Guest 

You 

Guest 

You 

Guest 

You 

Guest 

You 

Guest 

You 

Guest 

Good morning madam, can I help you? 

Yes, I have an appointment with Diane Kennedy for 11 o'clock. 

{Ask her name.] 

Jane Taylor from Taylor and Curtiss Consultants. 

{Ask her to complete a security form.] 

Can you give me a pen? 

{Offer a pen.] 

Thanks. 

{Ask her to wear a visitor badge.] 

Of course. 

{Ask her to have a seat and say someone will come to get her.] 

Good! Thanks for your help! 
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