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The policy at the Beaumaison Hotel is to ask event organisers1 to help stagger2 the 
lunch breaks. This helps both the kitchen and the service staff3. And additionally, the 
waiting times at table can be reduced.

Which lunchtime slot4 would you suggest for the conference that Willoughby & Sons 
are planning to hold on Thursday and Friday?

Do a role play.

Reception phones Tarik to pass on a telephone call from a client who has booked 
a conference for two and a half days. But the originally1 agreed dates need to be 
changed. – Use the usual polite phrases at the beginning and the end.

Role A:  You are a junior assistant acting for Madilena Baxter, the Personnel Manager 
at Swinton Ltd in Bradford. As the coach2 who was to conduct3 the training is 
seriously ill, you are forced to change the dates of the training. It is4 now to4 
take place two weeks later. All the other arrangements remain unchanged. If 
there are any problems, you need to discuss things with your boss and will call 
back as quickly as possible.

You will find the text for Role B on p. 204.
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Arndale (seating 50 persons)

25 – 29
May

Monday
25 May

Tuesday
26 May

Wednesday
27 May

Thursday
28 May

Friday
29 May

9 – 10 Clarks Ltd Turnbull plc Richley & 
Partners10 – 11

11 – 12

12 – 13 Lunch

13 – 14 Lunch Lunch

14 – 15 ITC Ltd Mullan & 
Partners

Richley & 
Partners15 – 16

16 – 17

17 – 18

18 – 20 Leeds Drama 
Society

Horsley Lib 
Dems20 – 22

1 hier: Veranstalter
2 staffeln
3 Bedienung(spersonal)
4 hier: Zeit

1 ursprünglich
2 Ausbilder/in, Trainer/in
3 leiten, durchführen
4 sollen

11.4 Getting geared up for the training
A few days later, Tarik confirms the booking arrangements. Together with Sarah 
Quincy from Willoughby & Sons, he looks at a scanned illustration of possible seating 
arrangements for the group of 20 to 25 participants. These are the options available.




