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UNIT 1 Making and
Answering Telephone
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1.1 Answering an Acquaintance’s Phone
TR AR IE

Secretary: Good morning, Mr Brown’s office, Li ying is speak-
ing®, his Secretary.
B EIF X LRAT BB I IMVAE , TR AR R
Jackson: Good morning, This is William Jackson. May I speak to

O WEZFEHK, ECHRERRN N ECHBE.)
[FIFE B EA
This is Li ying speaking.
This Li ying speaking.
This is Li ying.
Li ying is here.

My name is Li ying.
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Mr Brown for a moment, please?®
B R BB - ST i A B S A T 7

Secretary: Morning, Mr Jackson. Just a moment and I'll connect

you.
B4, ARG A TERE S X s T %
(Fe £
Mr Brown, Mr Jackson is on the line.
B S AR T S AR R LIS .

Brown: All right, put him in.
U R,

1.2 Answering a Stranger’s Phone
T PE A A RIE

Secretary: Good morning, BBK Company, Li ying is speaking.
B F4F, % L& BBK 24 #], R RE2,

Ford: Good morning, I'd like to speak to Mr Brown, please?

B 47 AT B S A e aE G g2
Secretary: Who shall 1 say is calling, please?®

@ A e e AP
[FIRE I LA
May I speak to Mr Brown, please?
I'd like to speak to Mr Brown, please?
@ IR
[RVAEf) (] ) i A -
Who is speaking, please?
May I ask Who is calling, please?
May 1 know Who is calling, please?

Can I know Who is calling, please?
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T8 7] 2 MR 2

Ford: My name is Hughes Ford and I work for SSE Company of
Shenzhen.
K EHII SSE A" R « 1855

Secretary: Can you tell me what you wish to speak to him about?
BE SRR A TR B A 15D 7

Ford: We want to import computer to China, and we want to know
if you are interested in?
FRATTAR 17 o A EL ARG o ARV TE R TXS A TE %8R 7

Secretary: I see, Thank you very much, Mr Ford. Just a moment,
please.
K E 1 AEF B AR A TS .
FENZD
Mr Brown, Mr Ford of SSE is calling. He says he want to
know if you are interested in importing computer to China. @
i BASeA: , SSE 22wl MR « AR Se A SR s , [al AR %o ] o ]
T HL A TC %8R .

Brown: I see. Put him in.
HIIE 1 e kg,

Secretary: Yes, Mr Brown. (To Mr Ford) Mr Ford, I'm very sorry
to have kept you waiting. I'll connect you with Mr Brown.
= A . Gk - fEFREA) AR oA IR HK, 1R
AT X RAE H IR 4 A B A

1.3 Call Transferring
i wiE

Secretary: Good morning, BBK company, Li ying is speaking.



r—o Hohdx P 97 O
B4, 3% L& BBK A H], RS,

Mack: Good morning, This is Shanghai YHE Company. I am call-
ing about your company can supply us tin.
FRAFXCHR g YHE 237, 3 e i 2 1 ] 56 T 5124 7
AN HE.

Secretary: The tin is handle by the Sales Department. Shall I
transfer your call?

B B B T ST AL B Y , AT LR B IR R A A T T e 7

Mack: Yes, please.

U .

Secretary: May I have your name?
T ) B K447

Mack: My name is Karl Mack.
R« E5.

@ Secretary: Thank you very much, Mr Mack. One moment, please.

A H R 2 e SeE TR AR

CERENLD)

Please transfer this call to the Sales Department, Mr Mack of

Shanghai YHE company is calling about the tin.
TR A IR RN 8 58, 1 YHE 22 \] i 2 5 ie 4 ZE At
fITRTRA B R

1.4 Answering the Phone for Your Boss
L EAREND LIIZEEHBIE

1.4.1 #—
Secretary: Good morning, BBK Company, Li ying is speaking.
B R, 3% LR BBK A |l 22w,
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Mass: Good morning, Ms Li, My name is Mass, Can I speak to
Mr Brown, please?

B, 25 NE TR DT A BT A S DY
Secretary: I'm sorry, I'm afraid Mr Brown is at a meeting now. @
Could you tell me what you wish to speak to him about?

TRHLIK, A B S A BLAELE T &, BB S IR R A fH 4 d E At
Ying?
Mass: I want to speak to Mr Brown.
AR S
Secretary; I'm sorry, Mr Brown is tied up at the moment. Would
you like to talk to someone else in the same section?
FRHALHK A5 BASEAE BUAE AT 5 , BRIERRNASTR ] A HAt A D5 7
Mass: I only want to speak to Mr Brown.
I H AR AR B S A
Secretary: I'm sorry, Mr Mass, the meeting is scheduled to end at
11:30 am, May I ask Mr Brown to call you as soon as the
meeting is over? May I have your phone number or a message

so that he can call you?

TRALHK, SITIEAE S UCKAE B4 11:30 Z53R, ik e A&

© HHEAEBRHREAREX L.
LRI BEHEEA
I'm afraid Mr Brown is at a meeting now.
I'm afraid Mr Brown is just coming out of a meeting.
I'm afraid Mr Brown is out to. . .
I'm afraid Mr Brown is on the other line.
I'm afraid Mr Brown is not in the office today.
I'm afraid Mr Brown is tied up at the moment.
I'm afraid Mr Brown is ill.
I'm afraid Mr Brown is just attending to an urgent matter.

I'm afraid Mr Brown is abroad this week.

@



h<> FohdeAs #£9E O
W—ZE AR AR IR D BREEE THRIESHRERS,
b FT TR AR G2
Mass: The telephone number here is 6 X X X X X X X. Thank
you, Ms Li. Goodbye.
B SRS 62X X XX XXX R 25 /N B L
Secretary: Goodbye.
W,

L4.2 #—

Secretary: Good morning, BBK Company, Li ying is speaking.
R X LR BBK A a] L Fe 2R,

Nathan: Good morning, My name is Nathan and work for HSH
Company, I'd like to speak to Mr Brown, please?
R E A, 32 HSH 23 6] 5 2R 1l A0 B e A el as , S 7

@ Secretary: I'm sorry, Mr Brown is tied up at the moment. Could

you tell me what you wish to speak to him about?
TRHIIK , A7 B S A BUAE LA T B L G R A H A Wi E At
Binh?
Nathan: About a urgent matter.
KAH2E.

Secretary: I'm sorry, Mr Brown is on another line. Would you
please hold the line for a moment, or shall T have him call you
as soon as he is through?

TRAEHK , A B A TR #E 5) — s IR S5 — < L. 8l #F ik
fth i 5215 fo R VR 25 LA .

Nathan: Well, the telephone number here is 6 X X X X X X X,
thank you. Bye-bye.

GFIE , SR 6 < XX XXX, g, FEIL .
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143 #I=
Secretary: Good morning, BBK Company, Li ying is speaking.
B E#, X L& BBK Ad], A,
Bill: I'd like to speak to Mr Brown, please?
A B S e A7
Secretary: Who is speaking there?
G B
Bill: ...
Secretary: Would you tell me your company’s name, please?
T 0] B2 | B 24 FR?
Bill: ...
Secretary: Mr Brown is being occupied at this moment. Could you

tell me what you’d like to speaking to him about?

Aii W Se A BRAE AT B L B & IR R B9 A AR ZE At it 7 &

Bill: I want to speak to Mr Brown.
FRASFNAR BASCA

Secretary: I'm sorry, sir, Mr Brown has someone with him at this
moment. If you can not tell me who is calling, it might be best
for you to write him a letter and make it personal. T'll bring it
to his attention at once.
TRHELH , 13 B Se A BULE IEFE A LA, IR BB S R IR 2
e, RAF A BIEAES -5 . REsc A, ik D LHEEE.

1.5 Leaving and Taking Messages
®IE 8 5 Foie F

L A S R MR AN SO BE S A S B B B T LA SR
ISR A LB H O i) R i A4 SR btk | TR S R
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HL A A RIAL B 9 o 0 SR X 2 R 2 TC SR L[] X 7 Bk
— 3, AR C TR TGRSR R LR A E R AT A S B s L — Dk
HAEILE].

1.5. 1 Leaving a Message BiZ BB 5

Secretary: Good morning, BBK Company, Li ying is speaking.
B F4F % )L BBK A H], REZEHE,

Robinson: Good morning, My name is Robinson and work for
YAN Company, I'd like to speak to Mr Brown, please?
R4, JE YAH AR wifh , 75 1 B Se A B v i, i 2

Secretary: I'm sorry. Mr Brown is out right now, but he should be
back in the office by 4:30 pm, Can I take a message?

AR AR, A B AE X S LA T K R 4 4:30 BIIpAE B
HE?

Robinson: Yes. Please ask him to call me as soon as he get in,
please.

ST SR ML EDR R EATRITHLE.

Secretary: Certainly. May I have your full name?
—E , T Al R4 44 427

Robinson: Bach Robinson.

W55 - i,

Secretary: Sorry, I didn’t get that, would you please repeat that?
K, IE B TR FERE —H .,

Robinson: Bach Robinson.

3% - BEib,

Secretary: Thank you, could you spell it?
AL 2 FRBHE 2 B-A-S- H?

Robinson: No, B-A-C-H
AN, & B-A-C-H,



