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Conversational skills on the phone

XS HERR I TR RS, BUSMEE P ITROBIERRE
fEiR. BE, ARA—WEERERE “Helo” WHEE, HHEIXLH
K, DIBARBAG 8 OIS EIEEE, FREAH— T8I, Xt
FHE AR A, FERRGXAREOE, HAERRE “IAER
Eh" WK, XELSRFNTE—EITEENRT,

Make a list

FTREZHT, ERERLMIESET TR, SN FICHE, &2
B — LA SR BRISHITE R

Stand up

RS, BEREE TR EREE. EWE N,

Don’t cradle the receiver

AEMER KU EER, SRS EXEEE, 2R “FA
HIE" .

Just talk

BRIEEER, VRIS, mITFE. WS, XML
X EIRBIR SO, T H AR SRR O ROR

Take a pause

BEYERUHLAE S, MARIXZXEE, BNFTWRVKRERS,
i 325 W Rt L o



Make a note

ZRAES, WRREWOFEEME, TAROERRICR, HR
MFPIEARE . BSNEE PR AR B AR, REE LT,
YEIC R RES BT R .

Ask for repeat

MBREER A EN FWER, THARERERE, Uam@E
B, TUASBERNFEE, MREE TH=WERTRE, idgn
XHO7THIR TERAE AL SE S, AR AR TR SEESE
Bxr, UEMEREREKR,

Fi5h, BSFREFITHIE, BAMAIFEZ, ITHRENRERTE
XFHTEEE] A9 00 e b 9. 00 ZiA, ZEREZEEK, TIESHEMAA
BfTE) R B, REBRMBERNE S, TIEARERHRE, BEBHE
AEEN S5 S

C,
ol Swing s

PART A THAE §¢
1. Hello, is this 123456787

U, X 12345678 S g7
2. Hello, this is ABC Company. Speak, please.
by, XHBRZ ABC 2vH]. #FEif.
3. ABC Company. Good morning,
X HE 2 ABC 2AH, B EiF,
4. ABC Company. How can I help you/May I help you?
XHERE ABC A, RAEARL/ EEEMN2#F?
5. Who is calling, please?

May I have your name, please?

1 a) A R 2

W0l IS EEN TR M | B @
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

May I speak to Mr. Smith, please?
I'd like to speak to Mr. Smith.
Mr. Smith, please.

RS e A

. This is Mr. Smith speaking,

R L WAL

I'm so sorry that I made such an early phone call.
TR 2 FATH .

Could you speak more slowly (loudly), please?
HiEE (KAE) —&,

Is this a convenient time to talk?
B8 1 7 7

I think you have the wrong number.

TITHERTET .
I'm sorry it’s a bad line. Please hang up and T'll call back.

MAR, REAHF. HEEREET, REAEITEX,

May I have your name and phone number, please?

WG RE? HiESBELLD?

Could you spell your name, please?

BRETFEAPE?

Your company representatives visited our booth at The Canton Fair.
FRL FRATRESWTRIGES

T'd like to know about the product x X X of your company.
RAETH—THRIIAFH x x X5,

I'd like to speak to your sales department manager.

RAMHERLIIE,

I'm interested in your product X x X.
AR T x x x 7= GHIRIRDGHER
Thank you for calling.

BRI EAT RIS,



20. Please feel free to call me again.
B/ G ULk R/ € LI

PART B WEXE §¢
<—> BIREN
A; Hello. This is ABC Company. May I help you?
hr, XHER ABC A6, REENEHZFG?
B: Hello. May I speak to Mr. Smith, please?
WF, REFEEHREIE
A: May I have your name, please?
T [B] G R 7
B: This is Frank of the Globe Auto Company, his new customer from USA.
REARREAFNHZT, KAXENFES.

A: Hold on for a moment, please.

HHE,

<T>SERVBARE

A: Hello.
oo

B: Hello.
42N 1 38

A: Could I speak to Mr. Huang, please?
RAEFI R A YHET?

B: I'm sorry, but Mr. Huang is on a business trip.
MK, BAEEHET,

A: I see. When is he expected back?
M, flofhaBHEER?

B: He won’t be back until early next month. Would you like to talk to some-

body else?
TAATAREEN, SEMHAmAVEG?

PEIeI IS EESE TR It | 8 @
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: Yes, maybe you can help me. I'd like to check on the product specification.

¥, SOFREER R . RN TR,

: Then, I think you can discuss the matter with Mr. Li who is the assistant

of Mr. Huang. Shall I get him to come to the phone?

W4, REGTLIBZLATTERXSE, HERAENBT. EMXK
W R TE 7

: OK, thank you.

ey . .

. Hello.

ity
e o

: Hello. Mr. Li. This is Mr. Miller from International Trade Company. I'd

like to. . .

WREF, 25k, REBRHSATRKEEE, RE--

<E>BHBAHF

A: Good morning,. Sales Department. Miss Li speaking.
B L HEE, RS,

B: Hello. This is Mr. Robert from ABC Company. I'd like to speak to your
manager, Mr. Zhang,
FiF! B ABC AFHE AR, REBIRNIKEEINE,

A: I'm sorry, but Mr. Zhang is on another line right now.
Rk, KEBIEFEREA— B,

B. What time will he be available? I'll call him again.
fettantfEg a7 REITEE,

A: Sorry, but I really can’t say.
AR, REHATE,

B: Could you have him call me as soon as he’s free? My number is. ..

( mumble, mumble)
PREERE A, LA S ZIBREHEFEL? ROSHE - (f&3%
BB B S



A:

I'm sorry. Could you speak loudly, sir? I'm afraid we have a bad connection.
AR, Sk, BEERF—SILG? LA K.

B: My phone number is 12345678. Please have him call me as soon as he’s
free.
TSR 12345678, HiLMA = XS REIRE,
A: OK.I'm sure he will get your message. Thank you for calling
HH), B—ESHIRN, BEAIRE,
<w>ikEKEY -
A: Hello, is this Shenzhen, 7876 —45327 @
W, ERYIG 7876 —4532 159 %
B: Yes, itis. -
2, H
A: Could I speak to Mr. Zhang, Please? 5
KA VAT %
B: I'm afraid he’s not in. Can I take a message? %
MAR, A E. EREEF? ﬁ
A: Yes, please. Ask him call me as soon as he gets back.
. AR LT E AR, e
B. May I have your name and phone number, please?
HEERE? RIESHIE L7
A: Yes, my name is Frank Smith. My phone number is 365 - 9562. )
K2 TR - B, BIESHR 365 -9562,
B: F-R-A-N-KS-M-1-T-H, your number is 365 —9562. Right,
Mr. Smith. I'll ask Mr. Zhang to call you back.
&R FRANK SMITH, E3ER 365 -9562, iF T, $H&Hikt, &
kRS AR B,
A: Thank you very much.

JEH =R
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B: You’re welcome.

AR

PART C RCR4T
1. department 3B, ¥BI]

TEFRAEBIIHIBTE, department 4 division, section fK{[X 3] ;
department: ¥, &), F&, &b, #
division: Xig, (#L3&, AFEH) i
section: #I], &b, B, B, @A

department 215 — KA\ (GQF/ELAE) AWM, AlAE
. BARE. BEH%E,

division — A ZHE A BEERRT], MRS BEES A,
At AREEZTE, I “ x x ABRBEHERITRR--- T (FARTE
BB EHI) . BEREE I department T K —,

B EFE, division > department > section,,
2. hang up HEWTHLIE
4] .
I have to hang up now.
RIAEBERT .,
3. a bad line £R & AIF

0] L1 a bad connection,
(ICIE
We've got a bad line.
BATHE TE LB,
4. take a message 5

MAERPOAANE, BEEFERS, XNMREERFE VAR ITE
HEEF, WLIR: Can I take a message? MRITHIERMAHERF,
HHHEUL: Could I leave a message? JE R take Fil leave RIFIEEEFILAT 6
5. loudly AR Hi

MRAEFRARY, DBTEVEREX TS, 7TLIS.



Would you speak more loudly, please?
BT A BRI, MEEVFRE RJLE?
FAHARER:
Will you speak more clearly?
PREER BB DHERE LY
BA clear XAMARR M T HEARERE (OBRZE), TREEEEFF
BRI
6. on business %
on business ¥R “HE, HA” MWEE, #1021 H on a business
trip SRFIXIEEH
GGIF
(1) Are you here on business?
R X BINFHG?
(2) Sorry. My boss has been away on business.
XIAE, RERHEET
7. available AT, AR, WK
available ZEMLALZE “FIS ALK, AT5ZAZRM" WER,

GGIE

The doctor is not available now.
EARERT,

8. as soon ag —reeer B

Ho iy W ATE B — BB Rk kRt

XAMEERRER, DIEMBEEIRATLL, EARERE, fEAaTFF
I E L RIE, THAT U T &M,
GIF
I'll write you as soon as I get there.

H—RIIL, RB/IEERE.

PART D ZBH4H [ M{FISH ST FilES]
MESRATHE=ZANA LA —XK, RAREI—IRAFHRE S

wewodisy s vRe o |8 -



