Workplace English Worksheet 1
Lesson One (3 pages)

: S Labour Market Survey
Hina T h
Name: ina Taniguchi NOC Code: 6525

Directions: Go to www.workbc.ca and review the information about your future career (or any
career that interests you). Under each heading below, write down the most important facts from
the website. Use sentences and try to summarize important facts rather than copying
information word for word from the website. This must be completed before your next class.

Part 1 — Overview

Hotel front desk clerks make room reservations, provide information and services to
guests and receive payments and customer support and reception . They greet
customers and assign rooms.

The annual Salary is $35,455
The provincial hourly rate High $ 23.84 Median $17.00 Low $15.65

Hotel front desk clerks are workers that receive income in exchange for their labour.

Part 3 — Duties

Maintain an inventory of vacancies, reservations and room assignments.
Resister arriving guests and assign rooms.

answer inquiries regarding guest services and registration by email, letter, by
telephone and in person.

Part 4 — Work Environment

Workers Employed are 4,100
Workers employed Full Time are 44%

Working conditions can vary depending on the size of the hotel. Front desk clerks
working

in large hotels will likely work with guests at the front desk for their entire shifts. In
smaller hotels, or during the winter season, a front desk clerk may work alone and may
also perfom more varied roles, including administrative work.
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Part 5 — Workforce and Employment Statistics

As Hotel front desks must be staffed almost around the clock, these workers are often
required to work nights, very early mornings, and evening and weekend shifts.

Part 6 — Job Requirements

Hotel front desk clerks should have an interest in hospitality service and strong
interpersonal skills.

They should have good culture service such as local knowledge.

They need the ability to multitask.

They shoud have computer skills and knowledge of social language.

Part 7 — Career Paths

Front desk clerks can move immediately to concierge positions, office or housekeeping
supervisors, or sales associates.

Part 8 - Employment Outlook

New Hotel front desk clerks often find positions as desk clerks,room checkers or
resrvation agents.

Part 9 — Insights from Indust

Hotel front desk clerks should has an interest in hospitality service, strong interpersonal
skills.

The maim contact for guests during their stay.

They should have good culture service such as local knowledge.

They need the ability to multitask.

They shoud have computer skills and knowledge of social language.
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Make a list of at least five (ten is better!) new words from the website and provide their
definitions in your own words.

, reservation: make a promise in advance.

, provide: to give materials or goods to someone.
, reception: respond to application.

receive: listen to the other persons wishes and complaints.

s labour: work with your body.

s, Inventory: the item id in the warehouse.

. assignments: to share the load.

¢ Inquiries listen and confirm.

regard recongnizing the character and action of others as high quality and want to learn from someone.

9.
0. registration to write in the ledger.

Cultural Differences

Thinking about all the information about the career you chose, can you think of anything that
may be different in your country. This could include things such as salary, male/female ratios in
the workforce, duties, employment prospects, etc.

| supposed that hotel staff income is less than | expected. | can understand hotel
customer service places important to provide better service to customers in all contries.
Also, | can understand that job of escription different by hotel and there is upgread
system. Hotel industry declin due to the coronavirus. But, every year there are more
and more tourists. So | wish this never disappears.
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	Name: Hina Taniguchi
	NOC Code: 6525
	1: reservation: make a promise in advance.
	2: provide: to give materials or goods to someone.
	3: reception: respond to application.
	4:  receive: listen to the other persons wishes and complaints.
	5:  labour: work with your body.
	6: inventory: the item id in the warehouse.
	7: assignments: to share the load.
	8: inquiries   listen and confirm.
	9: regard  recongnizing the character and action of others as high quality and want to learn from someone. 
	10:  registration   to write in the ledger.
	Text1: Hotel front desk clerks make room reservations, provide information and services to guests and  receive payments and customer support and reception . They greet customers and assign rooms.


	Text2: The annual  Salary is $35,455

The provincial hourly rate  High $ 23.84  Median $17.00  Low $15.65



Hotel front desk clerks are workers that receive income in exchange for their labour.
	Text3: Maintain an inventory of vacancies, reservations and room assignments. 

・Resister arriving guests and assign rooms.

・answer inquiries regarding guest services and registration by email, letter, by 　　telephone and in person.


	Text4: Workers Employed are  4,100

Workers employed Full Time are 44%



Working conditions can vary depending on the size of the hotel. Front desk clerks working 

in large hotels will likely work with guests at the front desk for their entire shifts. In smaller hotels, or during the winter season, a front desk clerk may work alone and may also perfom more varied roles, including administrative work.
	Text5: As Hotel front desks must be staffed almost around the clock, these workers are often required to work nights, very early mornings, and evening and weekend shifts.


	Text6: Hotel front desk clerks should have an interest in hospitality service and strong interpersonal skills.

・They should have good culture service such as local knowledge.

・They need the ability to multitask.

・They shoud have computer skills and knowledge of social language.
	Text7: Front desk clerks can move immediately to concierge positions, office or housekeeping supervisors, or sales associates.
	Text8: New Hotel front desk clerks  often find positions as desk clerks,room checkers or resrvation agents.
	Text9: Hotel front desk clerks should has an interest in hospitality service, strong interpersonal skills.

・The maim contact for guests during their stay.

・They should have good culture service such as local knowledge.

・They need the ability to multitask.

・They shoud have computer skills and knowledge of social language.
	Text10: I supposed that hotel staff income is less than I expected. I can understand hotel customer service places important to provide better service to customers in all contries. Also, I can understand that job of escription different by hotel and there is upgread system. Hotel industry declin due to the coronavirus. But, every year there are more and more tourists. So I wish this never disappears.


