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F—% H 1§
( Telephone)

A ERTFRS, iE R AR REE B EN, SR
AT LA RO BT A (1 4 34 P, ik 1 45 PR 2 0 AR
B, TEBHRESE 21 tHa 2 R, — IS ERAMLRL, B
EE R H SRR,

Ve 2k B B8 RS, 2 7E [ PR e 5 oP 2 W0 3 TG BEL B — i
. B IR O iE/A (Spoken English) , HA K & — & H
% 4 HOMBHTBR, BEMEEXER, FEMRITER
ERX—ER LA A EENE L.

L TRBLEREZEHFR
( Points for Attention in English Telephoning)

(1) —#&/R N ( General Principles)

M RENE A WEREN, TATHIEENS
ROBSRBERNEET, R, BiFPERDREE WEHE
B TGS, TREMEY O P48 BESNE,
TR AREOAS B, T R BRSO 32 , 1 B B T 2 R

%, Hilt, BB RERIGE, MO EEIEL B, £ E B
e1-




KARELRANER BCHER, TESEWSFHWIRG, &
PR, HE BARE EMW I RAE, 5 B RIR Rk
AL, EEHRAT, 7 B RBEMR, DFEEERKEBRE,
UWENF T W AT S~ AT REAM, 1hh, B TFRITZ
EHRBEER, HEETHRIE, BBERUTILA:

DAEEMN AERE, EFE L (Dot be afraid. Don't
hesitate. Be confident in speaking. )

AEZAMBERERRE, ZA R UKENABETENN, XRKX
AR, W EEAE, REEBRERENEELE LML,
HSCRME A, B S RN L E MR, WL E L

2) NEAR , iR 15 % £ (Speak slowly and clearly. )

EFR e IR R 2, A B 5, AR B X, BAERE ML
ik, EmERERRE, EXHTAE, B ERIRA R, FHi, i
EERFE UE.

3) FHW, I8 E S35 F ¥ (Make sure and write down the
message. )

MIBERAEEFFIBRELWFL T A TEERSRIEN,
Bt , B iEa R RIS R AR, D EMIER, RERE
REKRMEE, BRI,

4) Bt i EALS% ( Be always polite. )

THEHREAS M EWBALRORE TR, BRA Y
B,y A,

(2) iR A9 M X 1] ( Points for Attention in Answering
Telephone Calls)

1) fnfa e éh

BrhoURiE, ~ERIEHRRANE R R, ERRE
HE, BRI UL “Hello” , BEEMRM A - HIM AT WYL, HH
FEMAESAEME . REMNERE:

$ 2.



| Ll A R A

A. This is + ¥45 + speaking.
(R x x x,)
This is Wang speaking.
(REE.)
This is Wang. ( %4'#%“speaking” )
(REE,)
Wang speaking. ( 258 “This is” )
(REEE.)

B. This is + #1145 + k48 + speaking.
(BR x x T x x x,)
This is Sales Department, Wang speaking.
(XERZHE, REE,)
Sales Department , Wang speaking. ( 25 ¥ “This is” )
(XBREHE, REE.)

C. AEl(4£2k) 4, +May(or Can) I help you?
(XILE x x A8, REEFHRBAT 2057)
('This is) Sales Department. May I help you?

R B ST BYUME B AR AERS, EEA
AR, BIAE IS “ This is” , RIRA T &5, EERRER T i
xR, KRR AR A BRI,
ZYWEHEERNEER, LHREEA,B¥ ¥7E“May [ help you”
At Sir 8% Madam, ik ARG B HAMW AL, H0:

Asia Campany. May I help you,sir?

XL AWA T, REEAFRHFFG, oA 7)

2) REARE

BaEMEHESS  BIRARMERIEE. BiLERFR,—
B B, BRRE AHSEEHERTTARER.
A EMEWR T, EBhFHFOF, ZIRRNERRE, ST R

. 3.



PR SR AE, X FE S B, B SR B B )5
Bi—H, W, FAEBARGFR, EEESREKRE, BHM
Ko AT LAREAF B, R T ARRERRET .

Sorry. I can’t hear you clearly.

(AR, KITARFE.)

Pm sorry. I can barely hear you.

(AR, RITAR.)

Excuse me. But could you speak louder, please?

(T SR, AR BB RS G )

Could you speak up,please?

CHBR A — S 5F157)

What was that? I'm having trouble of hearing you.

(fta? RITAHEE,)

We seem to have a bad connection. Please hang up and I'll call
you back.

(BRKBEALE , EHM, RETAR.)

I beg your pardon.

CERR.)

Pardon.

(HRI.)

Pardon me.

()

Excuse me.

(EIRIR)

Could you repeat that?

(REABEREE —RT)

Could you speak slowly?

(R — TG 7)



More slowly, please.

(HEBE )

What do you mean by that?

(2= 28W?)

I'm not sure what you mean.

(RAKERHER,)

Sorry. I don’t understand.

(AR, RITAE.)

Just a minute, please. Ill get an English speaker.

(BRI, REFEHILEHARK,)

Hold on, please. I'll connect you with someone who can speak
English.

(REHN , REH—ASBIGERN ARBRIR,)

3R A SR aiEN, B EE T AR RE
A AREY, ERREDH, B LUK E NS T RZEET
Ky, RIEFEWT:

A moment , please.

(EE—%.)

Just a minute, please.

(%%_'%o)

Wait a minute, please.

(%%_‘%o)

x ok x  % k%

May (or Could) I have your name,please?
(FREEERAT)

May I ask who's calling?

(AT RHT)

Who should I say is calling?




(IE R R TR )

Who is that speaking, please?

(ERERHE?)

HNENTEROAREN , FERR-FRE"EENE
W, WAL R B EE TS AR SHEET. X rREN
BHCERICR IR REREN . .

Pm sorry,but he is not in right now. Would you like to leave your
name and number?

(AR, MEREMFAE. ERAEETHRIOEZMEIRS
®/?)

Sorry. He is out of the office right now. Would you like to leave a
message?

(MR, BREAEDAE, BERERIE?)

He is here but he’s not at his desk right now. May 1 take a
message ?

(ML ERIFERF T, BEAEEF?)

He’s off today. Would you like me to pass the message to him?

(fARWR, BEABELMMET)

He’s gone to Hongkong on business. Is there any message?

(M ZBHFET . BEAEBTD)

(3) #7 B8 i B 4% 7+ &= = 10 ( Points for Attention in Making
Telephone Calls)

1) BIRAFK

Xt 7 TR TG AR H e B IRG R, 0.

—Asian Trading Company. Can I help you?

(XILEEAE RGN R, REFHMAH A7)

—Yes. This is John Smith from Far-East Office.

(BH. BREERMBELMAE - £HEH.)

.6 -



