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Open mind

Reading
Read the questions in the table below which 
were asked in an interview with Karen 
Hinckley, a receptionist in an important hotel. 
Decide from the list (A–G) which is the best 
answer to each question below. There is an 
example and one extra letter you do not need 
to use.

Karen Hinckley – receptionist

0 When did you get the job as a receptionist in 
this hotel? A

1 What are the good things about being a 
receptionist at the hotel?  

2 Are there any bad things about being a 
receptionist at the hotel?  

3 Do you need to have a university degree to 
work as a receptionist at this hotel?  

4 What is a typical day for you?  

5 What type of personality does a good 
receptionist need?  

A I started at the hotel after I finished my 
university degree.

B I’m very busy. Especially in the mornings. There 
are a lot of phone calls and questions from the 
guests. The afternoons are quieter.

C I talk to interesting people every day and work 
flexible hours. You learn a lot about the hotel in 
this job.

D It’s essential to be organised but, most 
importantly, you have to be friendly because you 
talk to all different sorts of people.

E The hotel prefers to hire people with a good level 
of education. You don’t have to have one, but it’s 
definitely an advantage.

F In my opinion, being able to build a good 
relationship with the guests is important. But not 
as important as solving their queries quickly.

G Not really, but it’s quite tiring, and sometimes you 
have to do things for the guests or solve problems 
straightaway.

Listening
Listen to a job interview and answer the 
questions.

Choose the correct answer A, B or C.

0 The interview is for a job as a sales
A assistant.
B manager.
C executive.

1 What does Rachel do?
A She is a student.
B She is unemployed.
C She works in an office.

2 How did Rachel know about the job?
A She was told by a friend.
B She found it in the local newspaper.
C She saw an advert on the company’s website.

3 Why does Rachel want to work for this company?
A Because she lives nearby.
B Because the job fits her skills.
C Because she likes sales.

4 Rachel says her best quality is
A learning quickly.
B being reliable.
C being a team player.

5 When can Rachel start the new job?
A next Friday
B next week
C next month

Writing
Write a description of what you think the best 
job in the world would be.
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