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!<FG4J<< 8?S CB87BFB6>< > EB59E98B64A<R A4 F9@G <Business interview=: 

 

 You are seeking a job for the first time. Is it necessary to prepare for the 

interview? Why do you think so? How will you do it? 

 Is it necessary for you to present yourself fully in a short interview with an 

unknown person? If it is difficult, explain how you will overcome it. What or 

who will help you in this situation? 

 How do you imagine your further interview? What are the main rules of 

your behavior? 

 How should you behave at the interview to achieve your goal? Act: a) as an 

interviewer b) as an applicant. 

 

2.2. �J9ABKAO9 ED98EF64 8?S CDB@9:GFBKAB= 4FF9EF4J<<  
 

�9D9K9AP 6BCDBEB6 > Q>;4@9AG (GEFAB@G) 
1. Write a dialogue on the situation: The guest wants to know about all places 

where he can eat in your hotel. Give him the whole information. 

2. Write a dialogue on the situation: Your guest wants to reserve a table 

(Saturday, 8 p.m., 4 persons, birthday partner). 

3. Write a dialogue on the situation: Somebody comes to your manager, but he 

is late for the meeting. Find out the guest’s name and where he is from. 
Show him the way to the manager, introduce him and phone for the coffee. 

4. Write a dialogue on the situation: Your guest wants to book a room from 1
st
 

to 3
rd

 of May. 

5. Write a dialogue on the situation: Your guest wants to book a room. You 



have to refuse. Try to be polite. 

6. Write a dialogue on the situation: A family wants to stay in your hotel. What 

sort of information do you think they would like to get? 

7. Write a dialogue on the situation: The guest wants to stay in your hotel. Ask 

all the questions necessary for checking in. 

8. Write a dialogue on the situation: Your guest wants to check out. There is a 

mistake in the bill. Explain all items in the bill and see off the guest. Be 

polite. 

9. Write a letter of recommendation (You are the head manager in the hotel 

and you are asked for a reference for Miss Miller who worked as a 

receptionist for your hotel for 5 years).  

10. Write a letter of apology (Working as a manager in a restaurant, you got a 

letter of complaint from the customer who was ill-serviced in your 

restaurant). 

11. Write a letter of application (You see an advertisement in a newspaper that 

the receptionist is wanted in a fashionable restaurant).  

12. Write a letter of complaint (You recently spent two days at the Seaside 

Hotel. Unfortunately you had problems with the room service, the staff and 

the facilities at the hotel. Write a letter of complaint to the manager, 

explaining the reasons for your complains and saying what you expect the 

hotel to do).    

13. Write about the pros and cons of your future profession. 

14. Make a dialogue between a guest and a receptionist asking and answering 

about different services. 

15. Make a dialogue between a travel agent and a customer. Give advice on 

what he/she needs/ doesn’t need to do or doing when travelling to your 
country. 

16. You are a travel agent. Make a dialogue with a customer and ask questions 

about what kind of holiday the customer wants this year. 

17. Write a formal letter asking for information (Ask for further information 

about the studying in a language school in Malta). 

18. Write a letter of confirmation (You’ve got a letter from Mrs. Witt. She wants 
to book a suite for 3 nights. She asks about the entertainment you can offer. 

Mrs.Witt will  come on the 24
th

 of December. Write a letter confirming her 

booking and give the information she asks).   

19. You are the receptionist at a hotel in your city. A guest wants to check-in. 

Role-play the check-in procedure. 

20. You are checking out of the Admiral Hotel. You think there is a mistake 

with the bill below. Make a dialogue with a receptionist. 

  

 

 

 


