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Elementary English for Tourism and Hospitality
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LESSON 1 - Taking a reservation over the phone
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STUDY NOTES
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Characters

EXAY

Leo: Receptionist
) 8 WS AT 1
Mona: Guest
i W EN
Jack: Guest
A W EN
The story

Ry

Leo is taking a reservation for Mona White and her father Jack Webber. They want to book two rooms for three
nights at the Plaza Hotel.
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Language Point - Introducing yourself over the phone
R ER—FHIFFANAE D

There are a number of ways you can introduce yourself over the phone. Below are three examples. They are
equally acceptable.
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a) Say the name of the business first, use a polite greeting to express the time of day and then your name.
a) HAEUH TAE AL A RR, HA M AALIIR BRSNS T, fRJaikt A a4 .
For example: Plaza Hotel, good morning. Leo speaking.

pie): XERHENE, FRE, BREFRE.

b) Say the time of day first, the name of the business and then your name.

b) B eRIAIN ], BB TAE AL AAR, Badld B CmeEs.

For example: Good morning, Plaza Hotel. Leo speaking.

plty: BRE, XERHEE, REFR,
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c) Say the time of day first, the name of the business and then your name. Finally, ask the caller how you can help
them.

C) HAERIAII, BV TAERALM AR L A R4, a7 A A4 T LT 7 .
For example: Good morning. Plaza Hotel. Leo speaking. How can | help you?

ity BRI, XERTHEE, REMR. HHATLUAKRTRIG?

Idioms and expressions
B ER %

When Mona enquires about booking two rooms for three nights, Leo says “Just a minute please”. This is a polite
way of asking someone to wait on the phone. Here are some other ways to do this. Read the questions out loud to
practise polite ways of asking people to wait.

B NS BTG TP A TIUE AN D3 (R NAT — B A DG S, MBS T “ iR ” XA . X2 T ARG RS
WEE— T RALSUNTE . T i oA SR v HoAl ) LR AR 7 2, 3 A8 R BT LA AL B i A S A ) 49 ) o

Would you mind holding please?
BRI ?

OK.

L

e

May | put you on hold while | find out for you?
HHE, HRAVEER.

That's fine.

IR
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Would you mind holding while I check that for you?
R, HRACERFG?

Sure.

=R L.

© o>

EXERCISES
%

1. Key vocabulary

1. HE )

Look up the meaning and pronunciation of these words in your dictionary.
IFMF I BFE F I i/ e BT &

Reservation certainly leave
Book per night available
Cost arrive require
Single just sure

. aw  m
u\,z\.g.l

Radio Australia

www radioaustralia_.net.au/chin © Radio Australia



&ﬂr%%A

2. Language Point
2. FXE

Complete the following sentences. Use the models on the previous page to introduce yourself on the phone. After
you have checked your answers, read each sentence out loud.

T L i 3 BN AR AORSE R ) 7, XIS R A, K X ) 1,

1. Good morning, . speaking.

1. R4, o T2 .

2. . Hotel. speaking. How

- ?

2. o XHLE WG, P2 . A4 ?
3. Hotel, evening. speaking.

3. XH & , M by , T o

3. Jumbled sentences - Asking someone to wait on the phone

3. Y 155 ] — 7 i BTN R 2 7 Y

Rewrite the sentences with the words in the correct order. After you have checked your answers, read each
sentence out loud.

TR NSRRI A 1, AEIEROR B SE T KR M RS 48 ) 7

1. please a just minute

2. mind you would please holding?

3. I while you on hold put may | find you out for?

4. you put | can hold on?

minute please. 2) Would you mind holding please? 3) May | put you on

Answers: 2. 1) Good morning, Plaza Hotel. Leo speaking. 2) Good
morning, Plaza Hotel. Leo speaking. How can I help you? 3. 1) Justa
hold while I find out for you? 4). Can | put you on hold?
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4, The Chant
4. iz A

Practice saying this chant out loud.
T BB A R

Would you like two nights
T EAL P ?

or would you like three?
wH e = ?

Certainly

Bein)

Certainly

B

Just a minute please.

.
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