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Making a Call

Telephone has become an indispensable communication tool in our daily life. In

international business transactions, phone calls are extremely important, because information

flows from the busy lines. This chapter will show you how to make and receive phone calls

properly in business contexts.

Section I Dialogue

1. Putting through a Call

Amy Zheng, the PA to the CEO of Genertec International Advertising & Exhibition Co., Ltd, is
calling Mr. Johnson, the advertising manager of ITE Group.

Operator:

Amy:

Operator:

Amy:

Operator:

Operator:

Amy:

Operator:

ITE Group. Good morning.

Good morning. I want to speak to Mr. Johnson, the manager of your advertising
department. Could you put me through, please?

Well. May I know who is calling?

Amy Zheng from Genertec, Beijing, China.

One moment, please, Miss.

Miss Amy Zheng?
Yes.

I’m afraid Mr. Johnson is on another line. Do you want to wait or will you call
back?



Amy:

Operator:
Amy:

"1l call back in half an hour.
Very good. Goodbye.
Goodbye.

2. Checking the Arrangement

Amy is calling Mr. Johnson to check the arrangement of his visit to Beijing.

Operator:
Amy:

Operator:
Johnson:
Amy:
Johnson:

Amy:

Johnson:
Amy:

Johnson:

Amy:
Johnson:
Amy:
Johnson:
Amy:

Good afternoon, ITE. How can I help you?

Hello. This is Amy from Beijing. I called just now. Could you put me through to Mr.
Johnson?

Sure. Just a moment.

Johnson speaking. Who’s calling, please?

Hello, Mr. Johnson. This is Amy Zheng from Beijing.

Hello! Nice to hear your voice again.

Me too. We are making arrangement for your visit and I’d like to go over a few of
the details with you.

Good, so things are moving forward.

Certainly they are. There are two things I’d like to go over—your arriving date and
the hotel you prefer. Is it convenient for you to talk now?

Amy, actually, I’ve given all the arrangement to my PA, Miss Ella Hall. She is going
to be looking after things from this end.

Great! So shall I phone her and check the arrangement?

Well, I will tell her to give you a call.

Ok, thank you very much!

Don’t mention it. See you.

See you.

3. Booking an Air Ticket

Ella, the secretary of Mr. Johnson, is booking air ticket for Mr. Johnson.

Reservations: Flight reservations, can I help you?

Ella:

I’d like to book three seats to Beijing on a flight leaving this afternoon, please.

Reservations: I’m afraid all seats have been booked for this afternoon. The next one is this
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Ella:

Reservations:
Ella:
Reservations:
Ella:

Reservations:

Ella:

Reservations:

Ella:
Reservations:
Ella:

Reservations:

Ella:

Reservations:

Chapter 1 MakingaCall

evening leaving at 7:00pm.

All right, in that case. can you reserve three seats on the flight from Heathrow to
Beijing this evening?

What class?

Business class.

What names, please?

Mr. Bill Johnson, Mr. Frank Green and Mr. Tom King.

Mr. Bill Johnson, Mr. Frank Green and Mr. Tom King. And whom should we
send the bill to?

Bill Johnson, 25 Church Street.

Three seats for Mr. Bill Johnson, Mr. Frank Green and Mr. Tom King on Flight
BAO039 to Beijing, leaving Heathrow at 7:00 this evening.

Right.

Has Mr. Bill Johnson got a number where we can contact him if necessary?

Yes. His office number is 432-9988.

432-9988. The tickets should be collected at least two hours before departure
this evening, madam.

No problem. Thank you very much.

You are welcome.

4. Taking a Message

Ella is calling Amy to inform the arrival time of ITE managers. Amy is not in now, her

secretary Miss Lee is taking a message.

Lee:
Ella:
Lee:
Ella:

Lee:

Good Morning! Genertec.

Good Morning! May | speak to Amy Zheng?

['m sorry. She is not in now.

Could you help me to find her. I've got something very important.

Oh, I'm afraid I couldn’t. She is on an urgent business trip to Shanghai. May I know who

is calling?

: Ella Hall from ITE Group.
- Oh, I know. Glad to get your call, Ms. Hall. I am Lee, Amy’s secretary. May | take a

message”’




