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1. List and explain 4 types of security measures in a reception area? 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

2. List 4 ways to generate positive corporate image of a business? 

 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 
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3. List and discuss 7 negative attitudes which you never use when dealing with visitors as 

this will damage the corporate image of your business? 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

________________________________________________________________________

________________________________________________________________________

______________________________________________________________________ 

 

4. Apart from the boardroom, which area will also reflect the image of your business?  
 

a. Reception area  
b. Secretary’s office 

c. Waiting area  
d. Interview room 

 

 

5. The Receptionist should not display negative attitude when dealing with customers or 

clients. Which of the following refers to negative attitude? 
 

a. non-verbal 
b. company rules 

c. encouraging 

d. showing empathy 
 

 


