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Welcome to the Course: Communicating Effectively with Tourists

The course is designed to develop your skills in communication in Tourism.

As you use the workbook, you will gain some ideas and some skills in communicating with tourists and other people in the tourism industry.

At the end of this course, you should be able to:  (Normal)

· Explain what communication is  (Bullet list)
· Explain why and how people communicate

· Identify good communication in the tourism industry

· Communicate effectively in different situations.

Difficult language (Heading 2)
When you communicate with tourists, you will probably need to use English. This workbook uses English. Some of the language may be difficult. If you find a difficult word or sentence, what can you do?

· Guess. Sometimes the other words in the sentence can help you guess the meaning of the new words.

· Ask. Ask a friend or your tutor. Asking questions is a very important communication skill!

· Don’t worry. You don’t need to know every new word you read or hear. Usually, it is important to understand all of the ideas, not all of the words. 

· Learn the important words. If a new word is useful (if you think you will use it for your job or everyday life), learn it. Say it again and again, use it in a sentence, and draw a picture of it.  

Module 1 (Module number)
What is communication?(Module name)
Introduction (Heading 1)
Communication is something we do every day , so how we communicate is very important. In this module, you will learn what communication is. You will also learn what can get in the way of good communication.

(Normal)

Activity 1.1
Talking, a way of communicating (Activity Heading)
What happens when you talk? (Normal)
a) ________________________________________________

b) ________________________________________________
· 
open and friendly  

· 
rude

· 
use the right tone and speed

· 
talk very fast

· 
use words the listener will understand

· 
use swear words (Checklist)
(Would you choose different answers for communicating verbally with a friend?)

(Normal + italic)
Activity 1.5
Barriers to Communication

Barriers are the things that stop your message being understood. 

Here are some barriers to communication:

· Too much information (Bullet list)
· Poor listening skills

· Poor speaking skills

· Noise

· Accent difference

· Listener’s mood

Activity 4.1
What will tourists expect?

For each of these headings, write down at least two examples of what you think tourists will expect or will want to know when they visit.

We have given one example for each heading.

Information  (Heading 4)
· A good restaurant

Activity 7.1 
Who is in your network?

Under each heading, give the names of one or two local people or companies who are involved in each activity: When you have completed this list, you should have a useful list of contact people.

	Headings

(Heading 5)
	Names of people or companies
	Phone No. 
(if availiable)



	Tour guide

(Normal)
	1.

2.
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