Mau cau giao tiép tiéng Anh danh cho I& tn va thw ky viin phong

M4iu ciu giao tiép tiéng Anh danh cho 18 tan va thw ky vin phong 1a tai liéu hiru ich
danh cho nguoi hoc tiéng Anh néi chung va bd phén 1& tan, thw Iy vin phong néi
riéng. Hay tw hoc tiéng Anh théng qua cAc tinh hudng giao tiép théng dung danh
cho nhan vién I¢ tin ciing nhw thw ky viin phong trong bai viét VnDoc chia sé du6i
day.

I. Tiéng Anh danh cho nhén vién I€ tan

1. Greeting the visitor (Chao dén khach)

® Good morning/afternoon. Can I help you?

Chao budi sang/chiéu. Téi c6 thé gitip gi cho 6ng/ba?

® Do you have an appointment?

Ong/Ba c6 hen trudc khong?

® ['ll let (Mr Smith) know you 're here. What name is it, please?
Téi s& bao cho (Mr Smith) biét ong/ba dang & day. Vui long cho t6i biét tén 6ng/ba?
2. Explaining there’s a problem (Giai thich vin d¢)

® ['m afraid (Mr Smith) is in a meeting.

Téi e 1a (Ong Smith) dang hop.

® ['m sorry, but he/she’s out of the office at the moment.

Téi xin 181, nhung anh/c6/6ng/ba ay khong c6 ¢ vin phong lic nay.



3. Offering help/refreshments (Deé xuit giup do)

® Would you like to take a seat?

Moi dng/ba ngdi.

® Maybe I can help you?

T6i ¢6 thé gitip gi cho dng ba dugc khong ?

® Would you like some tea/coffee while you wait?

Ong/Ba c6 mubn udng tra/ca phé trong luc doi khong ?

® Milk and sugar?

Ong/Ba c6 mudn dung sita hay dudng khong ?

® Would you like to read through our company brochure/newsletter/literature?
Ong/ba c6 mudn doc qua brochure/ban tin tai li¢u/dn pham ctia cong ty ching t6i khong ?
4. Making small talk (Tao nén nhirng doan hdi thoai ngin — chuyén phiém)
® Did you have a good journey?

Chuyén di ciia ong/ba thuan loi chi?

® What was the weather like in (London)?

Thoi tiét & (Luan Don) thé nao?

® Have you been to (Germany) before?

Ong/Ba da timg dén Pirc chwa?

IL. Tiéng Anh danh cho thu ky viin phong




A: Good morning, this is X Company. How can I help you? (Xin chao. Cong ty X xin
nghe. T6i co thé gitp gi cho anh?)

B: Good morning. My name is Mike. Could I speak to your manager, Mr. Ryan please?
(Chao co. Toi tén 1a Mike. T6i c6 thé trao ddi v6i giam dbc ciia co, ong Ryan duoc khong
a?)

A: I'm sorry but I'm afraid that Mr. Ryan isnt available now. He is having a press
conference at the moment. Would you please leave him a message? (Toi rat 1y lam tiéc
thua ong, toi e rang ong Ryan khong ranh vao lic nay dau a. Hién tai thi ong ta dang c6
mot cude hop bao. Ong vui 1ong dé lai tin nhan cho dng ay nhé?)

Or:

A: I'm afraid Mr. Ryan isn't in. He's away on a business trip and Mr. Ryan won 't be in his
office until next Wednesday. Would you like to leave a message? (T6i e rang 6ng Ryan
khong c6 mit & van phong. Ong iy dang di cong tac va 6ng Ryan s& khong c6 mat cho
dén tht tu tuan t6i. Ong c6 mudn dé lai tin nhan khong?)

B: Yes, please. I would like to inform him that the meeting that was scheduled at 2 p.m. on
Thursday next week has been postponed until 2 p.m on Friday. I'm afraid that I'll be busy
on Thursday, as something unexpected has come up. (O duoc rdi. Té6i mudn thong bao
rr:ing cudc hop da duoc lén ké hoach vao lac 2 gio chiéu tht 5 tuan t&i da bi hodn lai cho
dén tan 2 gio chiéu thtr sau. Toi e rr:ing tdi ban viée vao thir nam, vi c6 mot viéc bat ngo
da xay ra.)

Or:

B: Yes, please. Could you tell him that Robert called and ask him to call me back as soon
as he gets in. Mr. Sheridan already has my number. (Vang. Co c6 thé nhin véi ong ay
rang Mike goi va nhéc 6ng ay goi lai cho t6i ngay sau khi 6ng 4y c6 mit. Ong Ryan di co
sO cta t6i rdi.)

A: [ see, sir. I'll send him the message. Excuse me, where are you calling from, sir? (To61
d3 rd roi thua 6ng. Toi s& nhan lai cho 6ng dy sau. Xin 18i, ong dang goi dién thoai tir dau
vay thua 6ng?)

B: I'm calling from A Technologies Ltd. (T6i goi tir Cong ty trach nhiém hitu han A
Technologies.)

A: Could you repeat and spell your name, please? (Ong vui 1ong nhic lai va danh van tén



cua minh dugc khong a?)

B: Certainly. My name is Mike. That’s M-I-K-E. (Chic chan roi. T6i tén 1a Mike Danh
van 1a M-I-K-E.)

A: Thank you, Mr. Mike. Could you give me your phone number, please? (Cam on 0ng
Mike. Ong c6 thé cho t6i s6 dién thoai ctia ong dugc chir a?)

B: Thats fine. My number is 0121.321.123. (Pugc thoi. S6 dién thoai cua toi la
0121.321.1230

A:lsthat 0121.321.123? (Co phai la 0121.321.123 khong a?)

B: Yes, that’s right! (Vang dang roi!)

A: Thank you, sir. Do you need anything else? (Cam on 6ng. Ong c¢6 can gi thém nita
khong a?)

B: Oh, no. I think that’s all I need to tell him. (A, khong. Toi nghi d6 13 toan bo nhiing gi
t6i can noi voi ong ay.)

A: Let me repeat your information to make sure I got it right. Your name is Mike, you 're
calling from A Technologies Ltd, your phone number is 0121.321.123, and you need to
inform Mr. Ryan that the meeting that was scheduled at 2 p.m. on Thursday next week has
been postponed until 2 p.m on Friday. Is that correct, Mr. Mike? (Hay dé t6i nhac lai
thong tin dé chic chin rang t6i da hiéu ding. Tén cua 6ng la Mike, 6ng goi dién thoai
tr Cong ty trach nhiém hiru han A Technologies, s6 dién thoai cua ong la 0121.321.123,
va 6ng can bao cho ong Ryan rang cudc hop da duoc 18n lich ltc 2:00 ngay thtr nim tuin
tGi da bi hodn lai cho dén 02:00 t chiéu thir Sau. Phai khong thua 6ng Mike?)

B: Yes, that's correct. I apologise for any inconvenience. (Vang, dtng rdi. Téi xin 16i néu
xay ra bat ¢l su bat tién nao.)

A: It doesn t matter, sir. Goodbye. (Khong c6 van dé nao dau thua 6ng. Chao ong.)

B: Bye. (Tam biét c6.)

II1. Nhirng chii ¥ va nhirng ciu tiéng Anh thuwong diung danh cho 1& tin khach san

1. Dung nhirng cau don gidn

Khach dén tro tai khach san thuong 13 nhimg ngudi dén tir nhidu dat nude khac nhau va
khong phai ai ciing déu gioi tiéng Anh. Do dé, ban nén ding tir, ciu don gian nhat dé giao
tiép v6i ho, tranh dung nhitng cau dai va phtic tap. Ban ciing can phat &m rd rang, cham

rdi dé khach c6 thé hiéu dugc.



2. Chu y phép lich su
Céch noi cling phai lich sy, khong thé noi chuyén vai khach nhu noi chuyén véi ban be.
Khi hoi khach,ban nén dung 4 dang cau sau day:

® Mayl..

® Would you...

® Could you...

€ Shalll...
3. Tranh dung tiéng l6ng

Tiéng 16ng 1a nhimg tir ngir dic trung cta dia phuong, ciia mot ting 16p ngudi ma ko phai
ai cling hiéu dugc. Hon nira, tiéng 16ng 14 16i néi khong trang trong, ban khong nén sir
dung.

Vi du: khong nén ndi OK, Yeah,.. ma nén ndi: Certainly, Yes, Of course,... Ngoai ra rat
nhiéu nguoi nude ngoai nghe duge tir “thang Tay” vi vay, tuyét d6i ban ko ding tir ndy
dé noi v6i nhau veé ho.

4. Khi chwa nghe kip

Khi chua nghe kip, ban nén lich sy yéu cau khach lip lai.

Eg:

® [ beg your parson.

® Pardon me?

® [ am sorry. I don 't undersand. Could you please repeat that?

5. Khi ko biét tra 10i

Khong nén néi “I don 't know” vi nhiém vu cda ban la gidi dap thic mic cua khach. Ban
6 thé noi: One moment, please. I'll check that for you. Sau d6, ban di hoi cap trén hoic
ddng nghiép.

6. Chao héi

Ban nén ludn nhiét tinh chao hoi khach, dé ho cam théy ko khi ¢ day. Néu ¢6 thé nhé tén
ctia khach thi rat tot, nhung phai cha y phép lich su. Ding chi néi “Hello” ma nén noi:

® Good morning, Mr. Dickinson.

® Good afternoon, sir/madam. May I help you?

® Good evening, sir/madam. Welcome to Rex hotel.

@ How are you today, Mr. Davis? (ban ciing ¢6 thé ndi cau nay vao budi toi khi khach



vé khach san).

7. Pap vng nhu ciu cia khach

® Certainly. Sir.

& ['ll get them right away, madam (t0i s& mang chung dén ngay, thua ba).
8. Tir choi nhu cau ciia khach

® ['m afraid, we don t have this kind of service.

® ['m terrible sorry, it is against the house/ hotel s rules.
9. Xin 15i

® ['mvery sorry for the delay.

@ Sorry to have kept you waiting.

® ['m very sorry for the mistake.

® ['d like to apologize for the mistake.

10. tra 101 ldc khach cam on

® You're welcome.

® Not at all

@ Glad to be of service (rat vui vi dugc phuc vu).

11. tra 16 khi khach xin 16i

® Thats all right, sir.

® Don 't worry about that, madam.

12. Lic tién khéch

Néu khach vin con tré vé khach san, ban cé thé néi:

® Have a nice day.

® Have a pleasant weekend.

® Have an enjoyable evening.

Néu khach chii ddng néi véi ban cac ciu trén thi ban nén tra 1oi:
® You too. Sir.

® Same to you, madam.

Néu khach tra phong va roi khéi khach san, ban cé thé néi:
® We hope you enjoyed staying with us.

® Thank you for staying with us.

13. Miu dbi thoai dit phong bang tiéng Anh



R: Reservationist

G: Guest

R: Good morning, revservations. Can I help you? (Xin chao, day l1a by phan dat phong.
T6i c6 thé gitip gi cho quy khach?)

G: I'd like to book a room in your hotel.(T6i mudn dit mot phong).

R: What kind of room would you prefer? A single room or a double room? (Ban mudn
loai phong nao? Phong don hay phong d6i?)

G: 4 double room, please. (phong do1)

R: From which day and for how many nights? (Tt ngay nao va trong may dém a?)

G: From July 25 to July 28. (Tt ngay 25/7 dén 28/7).

R: Could you please hold on? I'll check our rooms’ availability.... Yes sir. We do have a
double room for those days, but it is with a double bed, not twins bed. Would you mind
that? (Xin vui long gitr may. Toi s& xem c6 phong san khong .... Vang, thua 6ng. Chung
toi co 1 phong do6i cho nhiing ngay do6, nhung nd c6 1 givong doi, khong phai 1 cap
girong don. Ong c6 phién diéu d6 khong?)

G: That'’s O.K. I'll be with my wife. What's the rate? (Pugc thoi, t6i di cung vo t6i. Gia ca
thé nao?)

R: It’s one hundred and twenty U.S dollars per night. (120§ 1 dém a.)

G: I'll take that. (Pugc 10i).

G: Yes, it’s Bruce. (T6i tén l1a Bruce).

R: How do you spell it, please?

G:B-R-U-C-E

R: And you initials, please?

G:JK

R: May I have your phone number, Mr. Bruce?

G: 27854466.

R: At what time will you arrive?

G: Around 4 pm.

R: I would like to confirm your reservation . A double room for Mr and Mrs. Bruce at one
hundred and twenty U.S dollars pre night from July 25 to July 28. is that correct?

G: Exactly.



R: Thank you very much, Mr. Bruce. My name is Jenny and we looking forward to serving
you.

G: Thanks and goobye.

R: Goodbye.
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