8.18S - Complex telephone business

 

Objectives - to practice leaving and receiving complex messages


Play the role assigned to you by your teacher.

 

Role Play - Part A

You are visiting a foreign country and you have been unavoidably delayed because of a train strike. You have been invited to dinner at 8pm but now you won’t be able to make it.

Phone your host to explain the delay and apologise. The time now is 8pm, and the earliest you could get there would be 11pm, which would probably be too late for dinner.

Tell your host that:

· You’ll arrive at the factory tomorrow morning at 8am; will that be too early for your host? Give a brief rundown of your schedule for tomorrow. 

· You’re catching the 17.30 plane home tomorrow, so the meeting will have to be in the morning. Has everyone had the agenda? Ask your host for directions on how best to get to the airport from the office.

· You’re staying at the Sheraton Hotel, the phone number there is + 34 91555468.

· You’ve booked a table at the Excelsior Hotel for lunch for your host and colleagues at 12.30 tomorrow. Give the reservation name and inform your host who the other colleagues will be. You have one name on the list that your host gave you that you don’t recognise. Find out if it is someone you met during the previous visit, or not.

· You’ll phone your host from the station when you finally do arrive. Find out how far the hotel is from the station. Are taxis freely available?

 

Role Play - Part B

You are expecting a visitor from abroad as your guest of honour for dinner. The visitor is due to meet you and your colleagues, formally, tomorrow morning at the factory. You have invited several colleagues for dinner tonight whom will be arriving at 8.45pm. The time now is 8pm.

Answer the phone. Make a note of any information you are given, and answer any queries your visitor may have. Check that you have understood exactly what he/she wants.

Try to convince him/her to come to the dinner party at 11pm, just to meet everyone before the formal meeting tomorrow.

