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Telephoning




Making a call

® First words:

® Good morning. This is Jane Brown from
Energy services.

® Can I speak to Jason Green?

* Could you put me through to Jason
Green?




Telephoning

* Can you describe

your tel epb one

habits?
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Making a call

® First words ( to someone you know):

®[s that Jackie?
o . Hi! It's Peter.

® Hello Jackie!
® This is Peter here.




Reasons for calling

°l'm calling in connection with. ..
® The reason I'm calling is. ..

o]'d like to speak to someone about ...




Start of call

® s this a good time to call? I can call back
later if you're in the middle of

something.

e Did you get my email? I' m calling

because. ..




Start of call

e How's everything over there in

[London?

e]'m calling to talk about. .. It should
take about 15 minutes. Do you have the

time now?




End of the call

® Have a good weekend, and give my

regards to ...

o Right. That's all I think. Nice talking to
you. Bye.




Telephoning
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® Can you practise
a standard
telephone
conversation with

your partner?




Receiving a call

® First words.

® Good morning, KP International, Maria

speaking, how can I help you?

® Sales Department, Maria speaking.




Transferring a call

® Stay on the line, please.

® Please hold on while | try to connect
you.

®['m sorry, there’'s no answer. I'll put
you through to his voicemail.




Taking a message
® Shall T ask her to call you back?

°* Would you like to leave a message?

*['m sorry, she’s in a meeting/not at her

desk right now.




Taking a message

* Can you spell that for me, please?
® And what's it in connection with?

® OK, let me just repeat everything to

make sure it’s correct.




Arranging a meeting

® Questions and suggestions:

* Which day would be best for you?
® How about Monday?

® Are you free in the morning?

e Shall we say at 107




Arranging a meeting

o Giving an alternative:

® Actually, I'm quite busy around then.

The next week would suit me better.

* Can you make Friday instead?




Arranging a meeting

® Confirm:

® That sounds fine. I'll be there Friday at
10.

®So, that’s Friday at 10, here at my
office. I'll see you then.




Telephoning

® What is your
telephone

number?
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Task 1

* Complete the sentences with the
words: put me through, in
connection with, speaking, over
there

°'m calling ..... the email you sent me.
¢ Could you ..... to the sales department?
e How's everything ..... in Dubai?

® Sales department, Jackie .....
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