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[0 O 0O 780.Why are you leaving your present jobd 0O 0O O 0O 0O O
0 00O 0O 781.Im desirous to leave my present employment so that |
can improve my position and have more responsibilities. [ [ [0 [
J00000o0oo0ooooooooooboon 782.1d like
you to tell me some of what youve been doing recently. 0 [ [ [0 [
DO0000o00ododo 783.Every day I go to work on time
to guarantee the proper operation of the front desk. 1 [ [0 [ [0 [
O00000000000000 784.We accept booking[d tell
about room ratesl] find out how the bill will be paid and help the
guests to check in and check out.When some guests want to have
cancellations] change rooms or extend a reservation] we should
always offer our helpwithcourtesy. O 0 0 OO0 0000000
J0o0dooooooodoooooooooooooa
J0odoboooooodoooooooooooooa
[ 0O 0O 785.In what way do most clients check outl] [ I 00 [ [J
0000000 786.Most clients check out by credit card

[ travellers cheques or Master card.Our hotel doesnt accept
personalcheques. 1 00 OO0 O0O0OO0O0OO0OOOOON
Do000000o00ood 787.How do you deal with a
reservationmix-upld 000000000 O0OO0OO 788.1fwe
are booked solidC] | would first of all apologize to the clients for this
mistake.Then Il ask them to rest on the chairs while | contact



another hotelforthem. D 0D 0O 00000000 O0OOOONO
Jododododododouououououood
789.What would you do if the guests total bill exceeds the credit limit
O 0ododouoooooooonodnd 790.1 would ask if
the guest is willing to pay the difference by cash.If not] 11l try to get
permission from the office which set the limit to extend credit over
thatamount. J 0 0000000000 ooooooogo
Jodododouododouooooodouoodo
0 0O 00O 791.Why are you interested in working with our hotell]
Do000o00douooouond 792.My past work experience
IS closely related to this job.l am confident of doing the job

well. Therefore | am desirous to get this post. [1 [ [ OO O 0O O 0O O
Jododododododooodooodooodo
00 793.Dontyouliketheworkd] OO OO0 OOOOO 794.1
liked the work. However[ the hotel is too small for me to widen my
experience. O U O UOOU00OO0OOOODODODOOOOOON
OO 0000 795.There are not many foreign guests in the
hotel.As an EngLl lish majorl] Id like to take a more challenging
job.Thats the reason why | want to come here forajob. O U [0 O [
Jododododododouooooodouoodo
Jodododododooouooooodouoodo
796.How long have you been working thered O O 0O OO 0O OO
0 0O 0O 797.1ve been working there since 1996. [J [J 199601 [0 I [
0000000 Dialogue A O 1= Interviewerd [0 [ A=
Applicantl] O 0O OO AL Excuse me. May | see Mr. John Wattd the
manager] 1] Its me. What can | do for youll AL | have come at



your invitation for an interview.Nice to meet youll Mr Watt. |

[1 Nice to meet youl] too.Please sit down. ALl Thank youl Sir. |

[ lve invited several candidates to come today.You are the first one
to have arrived. | hope that the early bird will catch the worm. AL |
hope so. ILJ May | have your nameld AL I am Beijiang Zhang. |

[J How do you spell your surnamel] AL ZhangZ.H.A.N.G. |

[1 Now tell me what university you were graduated from. ALl | was
graduated from Nanjing University. L] What was your major in the
universityll AL My major is English. ILJ No wonder you speak
English so fluently. ALJ Thank you for your complimentLI sir. |

[1 Where are you working nowl] ALl Im working at Baodao Hotel.
IC] | would like you to tell me some of what you have been doing
recently. ALl OK.Every day | go to work on time to guarantee the
proper operation of the front desk.\WWe accept booking(] tell about
room ratest] find out how the bill will be paid and help the guests to
check in and check out. When some guests want to have
cancellationsL] change rooms or extend a reservationl] we should
always offer our help with courtesy. 1LJ In what way do most clients
check outld ALJ Most clients check out by credit card(] travellers
cheques or Master Card.Our hotel doesnt accept personal cheques. |
[J How do you deal with a reservation mixJ upl]l AL If we are
booked solid] I would first of all apologize to the clients for this
mistake.Then Il ask them to rest on the chairs while | contact
another hotel for them. ILJ What would you do if the guests total bill
exceeds the credit limitd ADQ | would ask if the guest is willing to
pay the difference by cash.If not[d Il try to get permission from the



office which set the limit to extend credit over that amount. 1L] You
seem to have done a good job.Why would you come here to apply
for the jobd AL Ours is a small hotel. There are not many foreign
guests every year.As an English major] Id like to take a more
challenging job.Thats the reason why | want to come and work in
your hotel. ILJ How long have you been working there[d ALl Ive
been working there since 1996. IL] Could you tell me your
expectation in salaryll AL The average salary for department
managers i1s OK. 1] Have you got any other extra requirementsC] A
[ No. 10 Well grant you a commencing salary of 3LJ 500 yuan a
month.ls that acceptable to youll AL | think to. I How can we
contact you about our final decisionJ ALl You can call me at this
number during the work hours. 1L Well get in touch with you by
next Monday. Thank yould Mr. Zhang for your interest in our hotel.
Al Thank yould Mr. Watt.l hope to see you again. 1] | hope so.
Notes (1 [0 1.ltsme. O O O O 2.You are the first one to have
arrived.l hope that the early bird will catch the worm. U U [0 [0 [
DO0O000000000oOo0dda Theearly bird will catch
theworm. 0O O OODOO0ODO0OO0OOO0OOOOOOO 3.No
wonder you speak Englishsofluently. D OO OO 0O 00O OO O
NowonderOthatU O D0 O OOO0O0OO0O0OO0OOOO Hehad
made a thorough investigation.No wonder he knew so much about
tdo00d0o0doooou0odoodondn 4Thank
you for your complimentOsir. D O OO0 OO0 OO 5.The
average salary for department managersisOK. O O O O O O 0O O
[ O 0O 0O Words and Expressions recently ad.[J [0 [J [0 [



guarantee v.[1 [J the frontdesk [ I [0 I 00 OO 00 OO OO Front Office
Manager UJ [ O O room rates 1 J OJ [0 checkin O O O O check
out 0 O cancellation n.ld OO O O reservation n.[J O O O O with
courtesy 1 OO OO0 clientn.Od O OO OO creditcard U O
[ travellers cheque O O O OO Master Card O I I O personal
cheque 0 O OO OO0 Chequell O OO O OO O O check.
book solid I [0 exceed v.[0 L complimentn.00 O O OO OO
commencing salary [0 O getintouch with U 0O O O [0 100Test [
Jodododouououooooooonoa
www.100test.com



