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Unit 1 Receiving and Responding to CaIISA—F

1. Opening and Closing *

(Telephone Conversations 1-5)

w @ 0o

Telephone Conversation 1

New Words and Expressions
international telephone service [ Fr 7% IR %
collect call X4 F e i
dial v %5
accept the charges #:3%f]#
connect v, & (EBIE)

Caller 1: International telephone service. May I help you?
Caller 2: Yes, I'd like to make a collect call to Los Angeles 712 - 2134.

Caller 1: Your name, please.
Caller 2;: Mary Smith.

Caller 1; Miss Smith, and who do you wish to speak to?
Caller 2: Jim Ted.

Caller 1: Just a moment, please. (dialing)

Caller 3: Hello.
Caller 1: I have a collect call for you from Mary Smith. Will you accept the charges?
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Caller 3: Of course.
Caller 1: (To Smith) I've connected your call. Go ahead, please.

Caller 2; Mr. Ted, is that you?
Caller 3: Yes, is that Mary Smith?

Exercise A: Answer the following questions,
1. Who does Miss Smith want to call?
2. What kind of call does Miss Smith want to make?
3. Who puts through the collect call?

=
Exercise B: Listen to the conversation and fill in the blanks.
1. . May I help you?
. I'd like to make to Los Angeles 712 - 2134.
. Who do you wish to to?

2

3

4, , please.

5. I have a collect call for you from Mary Smith. Will you accept ?
6

. I've your call. Go ahead, please.
Exercise C: Role play.

Mary White from Kennedy Company wants to make a collect call to New York 638 - 3829, Mr.
Frank Lee.

Telephone Conversation 2

New Words and Expressions
director n. FAL;LH
human resources A 1 %R
insurance 7. fRBE(ATE)
in regards to XF
available a. ZEW9, AT1RBIHY
leave a message B 1{E
get in touch with - BUSEL R

[ .

Caller 1: Hello, thank you for calling Black and Sons. This is Jenny speaking. How may I help
you?

Caller 2. Hello. I would like to speak to your director of human resources, Ms. Watson, Please.
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Caller 1: Just a moment. I'll check to see if she is at her desk. May I tell her who is calling?

Caller 2; This is Peter Burton from Peace Insurance, I'm calling in regards to our meeting next

Wednesday.

Caller 1: Thank you, Mr. Burton. Can you please hold for a moment? I'll check to see if she is
available!.
Caller 2: No problem.

Caller 1;: I'm sorry. Ms., Watson is away from her desk. She has already left for lunch. Would
you like to leave a message for her?

Caller 2: Yes, please have her return my call when she returns to the office?. It’s best if she can

[ X I X

get in touch with me before 3 p. m. today; she can reach me at my office number,
635 - 87993,

Callér 1: 1 will make sure! Ms. Watson receives your message and returns your call before
3 p. m. this afternoon.
Caller 2; Thank you very much.

1. T'll check to see if she is available: F#IN— TR EEIAE .

2. please have her return my call when she returns to the office: i [8]Fp/\ 2 J5 i kit T H8 3%
B,

3. She can reach me at my office number, 635 -8799. ik ITIHR A EHHIE 635 -8799 {FrA]
HEFHK.

4. 1 will make sure ...: F—EL -

Exercise A: Answer the following questions.
1. Which company is Jenny from?
2. Who would Peter like to speak to?
3. Which company is Peter from?
4., Why isn’t Ms. Watson in the office?
5. What’s the message left by Peter?
6. What will Jenny make sure?

=
Exercise B: Listen to the conversation and fill in the blanks.
1. Hello, thank you for calling

2. 1 would like to speak to your director of , Ms. Watson, Please.
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3. Tl to see if she is at her desk.

4. Would you like to for her?

5. I'm calling our meeting next Wednesday.

6. It’s best if she can me before 3 p. m. today.

Exercise C: True or false. Correct the false statements,
1. Peter is calling to speak to Ms. Watson.

Peter is the director of human resources.

Ms. Watson is away from her desk because of a meeting.
Peter’s home number is 635 — 8799.

Ms. Watson will certainly receive Peter’s message and return his call before 3 p. m. this

S 9

W X XTI

afternoon.

Telephone Conversation 3

New Words and Expressions
the Sales Department 48 %S
put sb. through N3 Ad%#E
extension n. ¥l
Ltd. (= Limited) #HRAH
engaged a. HZRK
equipment 7. X%
order w. 1]

B
Caller 1. Good afternoon, Mr. Black’s office. Can I help you?
Caller 2: Good afternoon, I'd like to speak to Mr. Steven, please.

Caller 1: Mr. Steven works in the Sales Department. Hold the line, please. I'll put you through
to the extension of the Sales Department.
Caller 3; Sales Department, Wang Lin speaking.

Caller 1; A caller on the line for Mr. Steven!.
Caller 3: T'll get him.

Caller 1; Thank you. (to the caller) Through now.
Caller 2: Thank you very much. Hello, this is Mary Anderson of General Cars Ltd. I'd like to
speak to Mr. Steven, please.
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Caller 4. Steven speaking. Hello, Mr. Anderson. I phoned you a moment ago, but your line
was engaged?. How is the equipment you ordered . ..

1. A caller on the line for Mr. Steven: £k FA AFTHiEIR 0% 04,
2. I phoned you a moment ago, but your line was engaged: FNINIZ/R$T G, (HEBIE LK.

Exercise A: Answer the following questions,

N @00

1. How many persons are there in the phone call?

2. Which company is Miss Huang from?

3. Who is calling?

4. Who is wanted on the phone?

5. Which department is Mr, Steven in?

6. What's the probable relationship between Wang Lin and Mr. Steven?

Exercise B: Listen to the conversation and fill in the blanks.
1. Good afternoon, . Can I help you?

Mr. Steven works in

, Wang Lin speaking.

This is Mary Anderson of

. 1 phoned you a moment ago, but your line was

2
3
4, on the line for Mr. Steven.
9.
6

Exercise C: Read the following passage and choose the correct answer.

Today people can use the phone to talk with others almost anywhere on the earth. But
when you use the phone, you don’t see the person you are talking with. That may change in the
near future.

Today some people are using a kind of telephone called the picture phone or vision phone.
With it, two people who are talking can see each other.

Picture phones can be useful when you have something to show the person you’re calling.
They may have other uses in the future. One day you may be able to ring up a library and ask to
see a book. Then you’ll be able to read the book right over your picture phone. Or you may be
able to go shopping through your picture phone. If you see something in the newspaper that you
think you want to buy, you’ll go to your phone and call the shop. People at the shop will show
you the thing you_’re interested in right over the phone. You’'ll be able to shop all over the town
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and never leave your room!

1. Today people can use the phone to talk with others

A. in all the towns B. in some places in the world

C. only in big cities D. almost anywhere on the earth
2. The word “it” in the passage means ;

A. the picture phone B. any phone

C. the use D. the change
3. We can through the picture phone according to the passage.

A. write a book B. do some shopping

C. play games D. have classes

4. Picture phones are very .
A. useful B. impossible C. bad D. badly
5. Which is not true according to the passage?
A. Today some people are using a kind of telephone called the picture phone or vision phone
B. With the picture phone, two people can’t see each other
C. The phone is very useful
D

. Today people can use the phone to talk with others almost anywhere on the earth

Telephone Conversation 4

New Words and Expressions
run into & _k

unexpected a. HFEERIH
senior  a. B K KR
troublemaker n. #WHELE
fire v P&

intend v TE

personal a. FAAMY
demand v B3R

(Sometimes a secretary may run into some unexpected telephone calls. The following is an

example. You will see how Miss Zhang ,a senior secretary ,deals with the troublemakers’!.)

Caller 1. Mr. Hansen’s office, Miss Wang speaking.
Caller 2; I want to talk to Mr. Ramon Hansen.

Caller 1;: May I have your name, sir?
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Caller 2: I'm Tom Smith.

Caller 1; May I tell Mr. Hansen the reason for your call, Mr. Smith?
Caller 2. He fired my cousin yesterday, and I intend to talk to him about it.

Caller 1: I'm sorry, but Mr. Hansen is very busy right now. Perhaps you would like to write
him a letter about the situation. If you will mark it “Personal”, I will see that it comes
to his attention?.

Caller 2. No, I demand to talk to him.

Caller 1: I'm very sorry, Mr. Smith, but I can’t help you. Good-bye.

© @000

1. You will see how Miss Zhang, a senior secretary, deals with the troublemakers’: /R&%F 5|
TR A3 7 /NG A e] oAt 45 L B S Y

2. If you will mark it “Personal”, 1 will see that it comes to his attention: UIRAFE(EHE EARA
“BANEH”, REXSTEMMTEE. '

Exercise A: Listen to the conversation and fill in the blanks,

1. Sometimes a secretary may run into some telephone calls.

May I have ,Sir?
May I tell Mr. Hansen your call,Mr. Smith?

Perhaps you would like to write him a letter about

If you will mark it “Personal”,I will see that it comes to
I to talk to him.

Exercise B: Listen to the conversation and fill in the form.

From

To b

Problem(s)

How to solve it/them?

Exercise C: Writing,
Suppose you are Tom Smith, write a letter to Mr. Hansen to talk about the matter.



