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The lesson focused on introducing students to workplace environments and organizational structures. Students learned
vocabulary related to workplaces, departments, and positions commonly found in hotels and service industries, such as Front

Office, Housekeeping, Food and Beverage, Kitchen, Human Resources, Accounting, and Security.

The teacher explained the concept of organizational structures and organization charts. Students learned about the functions



and responsibilities of each department and how they work together within an organization.

Students practiced using English expressions to introduce a workplace and describe departments, such as:
Welcome to our workplace.

This is the housekeeping department.

Our company has several departments.

The Front Office Department is responsible for guest services.

Students participated in group activities, analyzed sample organization charts, and presented information about different

departments in English.
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13049 Job and Responsibility

ienfidou (Teaching Content)
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A receptionist welcomes guests.

A chef prepares food.
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Teaching Content

The lesson focused on job positions and responsibilities in the hospitality and service industries. Students learned vocabulary
related to occupations such as Receptionist, Housekeeper, Waiter/Waitress, Chef, Bellboy, Manager, Cashier, and Reservation
Officer.

The teacher explained the duties and responsibilities of each position and provided real-life examples from hotel operations.
Students practiced using English sentences to describe job responsibilities, including:

A receptionist welcomes guests and answers phone calls.

A housekeeper cleans guest rooms.

A chef prepares food in the kitchen.

A manager supervises employees.

Students completed matching activities and participated in role-play situations to practice describing job duties.

Learning Outcomes

Students were able to identify job positions and explain their responsibilities using appropriate English expressions. Most

students successfully connected job titles with their duties and demonstrated improved confidence in speaking activities.
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Face-to-face Communication

Email

Memo

Telephone

Notice Board
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Please inform the manager.

Please attend the meeting.
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Asking for information

Holding calls

Taking messages

Closing calls
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Taking reservations

Handling customer inquiries

Transferring calls
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Teaching Content

The lesson focused on telephone communication skills used in professional workplaces, particularly in hotels and service

businesses.
Students learned appropriate telephone etiquette and useful expressions, such as:

Good morning. How may | help you?
May | speak to Mr. Smith, please?
Please hold the line.

I’IL transfer your call.

Could you repeat that, please?

Thank you for calling.
The teacher explained the steps of handling telephone calls professionally:

Greeting the caller

Introducing the company
Asking for the caller’s purpose
Transferring calls

Taking messages

Closing the conversation politely

Students listened to sample conversations and practiced role-play activities involving hotel reservations, suest inquiries, and

customer service situations.
Learning Outcomes

Students were able to use basic telephone expressions correctly and follow appropriate procedures when answering and

making telephone calls. Most students demonstrated improvement in listening and speaking skills during role-play activities.
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Welcome to our company.

How may | assist you?

Please have a seat.
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