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Welcoming visitors

Complete the quiz on company visiters.
STARTER ’ L e

When welcoming a visitor to your company,
how important is it to ... vary somewhat not it
m

important  Important depends

[ ] L]

=» find put about your visitor's company?

=+ find out about your Wsitor's country
and cuiture?

= be al the reception when your visitor arrives?

=+ make sure the receptionisl Enows how
to pronounce your visitor's name?

[ ]
L L
L L
L] ]
L] ]

= give your visitor a tour of the office?

=$ IMiroduce your visitor to ather members
of the team?

=b affer your wisitor something to eat and dnnk?

ERCI A R
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= show your visitor where the toilels are?

Now discuss your answers with a partner, How often do people visit your company? Where are
your visitors from? What difficulties do you have socializing with visiters to your company?

1 josé Maria Molinero is meeting a visitor.
! Listen to the conversation and tick the

topics they talk about.
the journey

the weather

the hote!

spart

the nffices

the company |
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{,‘J Mow listen again and answer these questions,

1 Whatis the visitor'sname?

2 Have the twa met before?

3 Why does |osé Maria take the visitor into his office?

4 How long has the company been in its current location?

t  What does the visitor like about the building?

6 When was Salas Design founded?

7 How many people work at the campany?

£ What does the visitor want ta drink?

USING FIRST NAWES
In general, Britons and Ameticans prefer 10 use first names rather than surnames. Calleagues, in
particulas, nearly always use first names with each other. One exception, however, is when someone

of 'low status’ Is talking te somaone of *high status’. For examnle, a secretary might call the
company CEQ Ms Phillips and the CEOQ would call the secretary Mary.

If you are not sure which name to use, then use the surname. Normally the native speaker will
suggest you change to first names {Please, call me Sanne.). Of course, yau can also suggest it,

especially if you are older ar senior in position,

Mote that if you are using surnames, the accepted form for addressing women is Ms (pranounced
*Miz'). Always use this form unless a woman says she prefers Mrs. Miss is hardly ever used now and
sgunds very old-fashioned. |

€3 2 Putthe words in the right order to make sentences from the conversation. If necessary, listen
¥ again to check your answers.

1 trouble / us fyou { did | any | have [ finding /7

2 website [ clear [ the | on your [ very / were | directions /.

3 your briefcase and coat / leave [ my office [ can [you/in/.

4 tomeet round/a fe*.-\_r members / you / take team [ of the /'l /.

g drink/you /1o /like / would / something / 7

6 a/of/would | great | coffee /cup/be /.
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Talking about your host's company Is a good way o break the ice, Put the words below into the
right category.

degartment ¢ employees = toexpand * {ground/festisecondiflons « facilities

to be founded = lift « location = to move into * neighbourhood = to own

» reception * torestruciure * staff * staiis

talking about the building talking abaut the company and its history

(ground/first/second) floor department

Use the corvect form of some of the words from the table to complete these mini-dialogues.

Mo, we actually just

Have you been _* this building six

in this ' manths ago. It's a great I~
lang? lots of green space and some
nice cafés nearby.

How many people How long has
are in your company your company been It was
nowe around?
in1g7z2.
There are -:uhj;nl!v_ a Which

around 150 _ i 5

Wehave ________"alot isyour office an?

in the [ast two years. The fifth! Don't

warty —we'll take the

Now answer the questions so they are true for you.
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Kathrin Oberle, an Austrian lawyer. is visiting a
company in London. Complete her parts of the
dialogue with sentences (a—g) below. Then
listen to check your answers.

Thanks so much for arranging that.

And the receptian area looks very nice.

| managed to get some sleep, actually

Mm. You just don't get tea like this in Austria!
Thanks for coming down to meet me.

And maybe a glass of water too?

Where are you now?

\

R
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Carl Kathrin, hi. Mice to see you again.

¥arhrin  Hi, Carl, Nice ta see you too.

l.l - _— D—
Carl Always a pleasure! Actually, after the restructuring last year we all got moved around, sg |

wasn't sure you'd be able to find my office by yourself,

kathrin  Qh, really? )
Cart On the fourth floor. They decided to put sales and marketing together - at last!

Kathrin  That does make more Ssense, doesn't it? e

Corl Yes, they finally repaintad it in lune, .., Oh, here's the lift now, After you. Was the driver thare
to meet you at the airport?

Karhrin  Yes, she was,
Cari It's the teast | could do after your early start! You must be exhausted now,

Kathrin  Oh, I'm all right. : i
£
Carl Here we are ... 50, can | get you samething to drink? How about a cup of that tea you like so

much?

Kathen  That would be wonderful,
Canl Coming right up. ... Here you are,
Kathrin Qh, thank you.

Carl You're welcome,

Kathsn

Look at the dialogue again. What do you say when ..

a samebody thanks you? {three gnswers)

b you want somebody to enter a room or the lift before you?
¢ you arrive al your office with your visitor?

d you give somebedy something?

¢ somebody gives you something such as food or a drink?
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5 Match the questions or comments with the appropriate responses. Sometimes more than one

3 TR S - S VT L

nswer is possible.

Did you have any trouble finding us?

Yau can leave your bags at reception.
We've been in this building since 108g

I*li take you round later 10 meet the team.
Would you like something to drink?
Please help yourself ta the biscuits.

Mm, thanks. These look delicious.
No, thanks. I'm fine.

That would be nice, thanks,
Great, thank yau.

Na, not at all.

Really? How interesting.

- h A& A&

Now work with a partner to make your own dialogue. Decide whether A and B have met before

and use appropriate phrases from the box below.

A

Welcome B to your company.

/

oy,

-
-~ Respond.

\

Make small talk on the way 1o the office (journey, locatian, company).

Offer B something to drink.

Ask if B wants milk ar sugar.

WELCOMING VISITORS TO YOUR COMPANY

‘Welcoming a visitor

Welcome 10 [company name].

Did you have any trouble finding us?

Hello, [name]. Nice to see you again,

You can leave your things here fin my office/at the
reception desk.

I'Hl take you around to meet the team,

Dffering hospitality

Wauld you like something to drink?

How would you like thai? Milk/Cream (AmE)?2
Sugar?

Here yau are.

/‘\

‘:,. Ask for a cup of tea or coffee.

r

&

Please help yourself to the biscuits/cookies (AmE).

Try to avoid these common mistakes:

“* Respond.

Talking about the offices and company
It's & lavely space/a very nice laocation,
The reception area looks very nice.

Have you been in this location leng?

How many people work here?

How long has the company been around?

Accepting hospitality

A cup of coffee. /Some water wouild be nice,
just black. /With milk and sugar, please,
Thank you, [Thanks,

[ Ot P R T T R Welcome to our company.

Ayt W1 HE baeaiae-aae? Have you baen in this lacation lang?
R e T T There are fifty employees.

Please. (when you give sb sth) Here you are,

Flease: (when sb thanks yvou) You're welcome./Net at all,
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@ 7 Carlis giving Kathrin directions. Listen to the dialogue and complete the sentences.

1 It's just the corridar, the third door the lefi.,

2z I'll shaw you it Is.

3 But actually, | thought maybe | could just pop Roger's office and say nelle.

4 Where is ha? - the third floar,

5 50,80 _ the door and turn left to get the lift.

6 Then _ you come out of the lift, go right, and it's the door on your left.
7 So, Il meet you ___here in about ten minutes?

3 Yau are in your office with a visitor. Look at the sketch below and complete the sentences with
the correct words.

L _____mas
Clara’s office 2 Cenference room office /}l‘“ /’?‘““
I"s gppasite mine, (  —
- o l
Clara's Michaa's Sacratarias
Kichen ; - Tailet
Go out of the daor and office office  affica _al
turn lek. The ' eyt A
is an your right, just past
Clara's office. ~ ~d
. Starage Your office
room
Just go out the doar
and go siraight ahead.
The " are at Goaut the Turn right when yoau go aut
the end of the corrider. > doorand ture fight. of my office. The .
L — is at the end of the corridor
on your left, just after ——
the lobby. '

9 Work with a partner. Use the profiles in the Partner Files to practise giving directians,
e

You just go down the corridor and it's right |r front of you/an vour left/right.
it's Just down the corridar/round the corner on the lefl/rght,

It's the first/second/third door on the leR /right,

It's next to the toilet/front coar/kitchen.

Come with me and |'ll shaw you where it is!
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€2 10 Backin Spain, josé Maria is introducing Sanne to some of his colleagues, Listen and complete
58 the chart below.

Name Title

Valérie 1

2 product designer
Greg 3

& sales manager

L]

E} 11 match the two paris. Then listen again to check.

p L

1 The first person I'd like you a tomeet you, Valérie

z Valérie, thisis b assistant, Greg Sanchez.

3 It's a pleasure ¢ Sanne Heitink,

4 Have the two of you d toget to know everyone better later.
5 [t's nice to put e gquite catch that.

6 Talking of which, this is my f tameet is Valérie Dufaur.

7 U'msorry, | didn't g aface toaname,isn'tit?

8 You'll have 32 chance k  met before?

ASKING FOR CLARIFICATION

When speakirg a foreign language, we sometimes need to ask peaple ta repeat things or to axplain what
they meant by a certain expression orword,

Asking someaone to repeat saomething: You can ask for clanfication with these phrases:
(V'm) sorry, | didn't quite cotch thet. I'm sorry | don't guite follow you

('m) sorry, could you lell me your name again?  I'm not totally sure what you mean.

Sorry. could yau say thar for me agoin? If 1 understand you correctly, you would like us (o ...

Let me see if Pve gat this right, You would ke ma (o ..
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12 Complete the mini-dialogues with words from the box.
a‘gain'ame-mm-muﬂthﬂd%-myﬁ-saf-né-sqrﬁ-syi

A My name is Edward Tsipouri.

B I'msorry, | didn't quite ' that. Tipori, did you i

=

Mo, Tsipouri. it's a Greek name.

Excuse me, Mary. Is there a phatacopler nearby?
Yes, it's kitty-corner to lack’s office.

7 I'm not totally “ what you mean. Kitty-corner?

gm0 oaEr

Oh, it's .. um ... diaganally opposite Jack’s office. Here, I'll show you.

£ I'm afraid John's a bit under the weather today.

F  Sorry, | don't quite ' you.

£ Gh, sarmry. | “that lahn's ill. He's not coming in today,
F Oh,I . That's a pity.

G And I'm Deborah MacGilchrist.

H I'm sorn, “you tell me your name ____ T
G MacGilchrist. And you o 3

H Barbara, Barbara Kruger. it's very nice to meet you, Ms MacGilehrist.

13 Think about the people in your company. Make a list of the colleagues you need to introduce
to visitors. Now work with a partner. Take it in turns to introduce the people in your company.

SSTROSRCTIIN

Making introductions
I'd like to introduce Sanne Heitink, She's the new head of production.

The first person I'd like you to meet is [name]

He's/She's our marketing manager,

Valérie, this is Sanne Heitink.

This is Mary, our praduct designer,

This is Heather. She'll be your contact person an the T side of the praject.

Rezponding to introductions

Valérie, this is Sarne Heitink. Have the two of you met before?
- It's a pleasure 1o meet you, Sanne. (peatrall - Actually yes, we have,
- Nice/Good ta meet you, Sanne, (informali - Mo, actually we haven't,
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