Building a relationship ___

Practice 1

Make a dialogue based on the following flow chart. If you need help, look at the
Language Checklist on page 12.

Visitor Receptionist
Introduce yourself.

Say you have an appointment with
Sandra Bates, ——

== Welcome visitor,

i

Explain that SB will be along shortly.

l

Offer a drink / refreshments.

Dedine — ask if you can use a phone. /
\ Say yes. / Offer email as well.

Decline ~ you only need the phone. <

//Show visitor to the phone.
Thank him / her.

{a few minutes later)

Thank assistant.

/ Reply — offer any other help.

> Two miles — ten minutes by taxi.

i

/ Offer to book one.
Accept offer — suggest a time. \

Ask how far it is to station.

Promise to do that — say that SB is
free now.

i

Offer to take him / her to SB’s office.



