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LT Unit 1

O ] Answering the phone IR

Office Talk

Useful Expressions

fkq.];h Ve i e ‘

1. This is Human Resources. Julia Carter speaking.
2. How may | help you?

3. May | ask who is calling?

4. What is your call concerning?

5. "'min a meeting. Can | call you back later?

6. Can you call back later?

7. Thank you for calling.

8. Could | speak to Mr. Sweeney please?

9. This is Diana Saunders from Green Meadow Resorts.

10. I’'m calling in response to your ad in The Denver Post for the position of electrical
engineer.

11. I'm calling about a job advertisement in The New York Times.

12. Can | speak to someone in the Research and Development Department?

13. I'll put you through.

14. Please hold, Ms. Saunders.

15. Just one moment.

16. The line was busy.

17. I'm sorry; Mr. Sweeney isn’t answering his phone.
18. He may be out or in a meeting.

19. Would you like me to transfer you to his voice mail?
20. I'm transferring you to his personal voice mail now.
21. Would you mind telling me his extension number?
22. Would you like to leave a message for him?
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ad I'&
booking T
experience L{E&E%
graduate kHelvE
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position BAfZ
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talent A%
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gel in touch with SeBF&
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Dialogue 1

Julia: Good morning, this is Humanr Resources. Julia Carter speaking.

Raymond: Hi, I'm calling in response to your ad in The Denver Post for the
position of electrical engineer.

Julia: Thank you for calling, Mr. ...

Raymond: Gibbs, Raymond Gibbs. I'm a recent university graduate.

Julia: Well, Mr. Gibbs, the advertised position is actually for senior electrical
engineer, and it requires a minimum of 10 years' experience.

Raymond: Yes, um, | don't have any experience yet, since | just graduated. Do
you have any openings for a junior position?

Julia: Not at the moment, but we're always looking for young talent to join our
team. You can visit the Careers page on our website, which lists all of our current
openings. If you'd like, you can also email your resume for us to keep on file. If a
suitable position comes up, we'll get in touch with you.

Raymond: Thank you, | appreciate that.

Julia: No problem. Do you have a pen handy?
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Kiﬁim E_tﬁ? JZEEAjjﬁEﬁB ?Em%%’ I - -E%
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Dialogue 2

Receptionist: Good afternoon, Blue Skies Travel Agency. How may | he!p you'?

Diana: Hi, could | speak to Mr. Sweeney please?

Receptionist: Certainly. May | ask who is calling?

Diana: This is Diana Saunders from Green Meadow Resorts. | have a question
about a client's booking.

Receptionist: Please hold, Ms. Saunders, I'll put you through... (no answer) I'm
sorry, Mr. Sweeney isn't answering his phone. He may be out or in a meeting. Would
you like me to transfer you to his voice mail?

Diana: Sure, that would be fine. Oh, and would you mind telling me his
extension number?

Receptionist: Mr. Sweeney's extension is 6455. I'm transferring you to his
personal voice mail now.

Diana: Thank you.

Mgz .
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