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GCanlTake aMessage? (1]

FOCUS

The teaching focus of Unit One and Two is telephone numbers, addresses,
times, dates, making and receiving phonecalls. In Unit One and Unit Two, we try to
give the students an omnibearing picture of the telephone.

The teacher should ask the students to pay special attention to words like
“double”, “nought”, “zero” and “oh” when listening to telephone numbers. When the
same digit appears several times in a telephone number, it is very easy to cause
confusion, for example, “474” and “747”. The teacher can give some familiar
telephone numbers for the students to practise, like the number of the school, the
number for calling a taxi, or the number for a hot line on the radio.

When listening to an address, the teacher should remind the students that there
are a lot of words for “B&” in English: way, road, lane, drive, street, alley, boulevard,
terrace, avenue, etc. The teacher can ask the students to write their own address or
the address of the school.

Sometimes time and date can be confusing. In British English the day is usually
followed by the month while in American English the day is put after the month.
Knowing the speaker's nationality will heip.

Taking a message is a useful skill needed when receiving a phonecalil. But it is
not so easy for beginners. Tell the students that they don’t have to write down every
word they hear. Instead, they should pay close attention to the key words.
Abbreviations and Iinitials are very helpful. Sometimes students can even create
abbreviations that are only known to themselves.




2 Unit 1 Can I Take a Message? (1)

Part| Getting ready
A (Omit)

A Here are some short conversations on the phone. Please listen. Pay special
attention to telephone numbers and addresses. Supply the missing words.

Tapescripts:

1. Woman: Hello.
Man: Hello. I want the County Hospital.
Woman: That’s 389]11.
Man: Thank you.
2. Woman: Hello.
Girl: The railway station please.
Woman: 4266].
Girl: What?
Woman: [said 42661.
Girl: OK. Thank you.
3. Woman: My husband’s broken his leg.
Man: What'’s your phone number?
Woman: Call just 82886. The address is 149 Modern Road.
Man: The ambulance will be there in a few minutes.
4. Woman: Hello, I'd like a taxi.
Man: Yes? What is the address?
Woman: 179 Heath Road, Hamstit.
Man: Oh, OK. The taxi will be there in 5 minutes.
Woman: Thank you.
5. Manl: Hello, I want a cab.
Man2: OK. What address is it?
Manl: 1120 East 32nd Street.
Man2: Right. The cab will be there in a few minutes.

Partli ivi ivi

o4 In this section you are going to hear some recordings that the telephone company
uses to tell you why your call did not go through. Listen carefully and write down all
the telephone numbers you hear and the reasons why the calls did not go through.

Telephone numbers Reasons
1. 3582818 disconnected
2.4912386 temporarily out of order
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3. 5240034 / 7828249 number changed

4. 2650325 temporarily disconnected
5.3587202 changed to an unpublished number
Tapescripts:

The first call: The number you have reached, 3582818, has been disconnected.
3582818 has been disconnected.
The second call: We're sorry. The number you have reached, 4912386, is
temporarily out of order. 4912386 is temporarily out of order.
The third call: The number you have reached, 5240034, has been changed. The
new number is 7828249. Please make a note of it. 5240034 has
been changed. The new number is 7828249.
The fourth call: The number you have reached, 2650325, has been temporarily
disconnected. 2650325 has been temporarily disconnected.
The fifth call: The number you have reached, 3587202, has been changed to an
unpublished number. 3587202 has been changed to an unpublished
number.

A  In this section you are going to hear some recorded phone calls for Mr. Turner.

1  First listen to some names:

Brown Thompson Jeremy Mary Roberts

2 Now listen to the calls. While listening for the first time, focus on the key
words, add more key words if you can in the left-hand column. After the
second listening complete the messages in the right-hand column with the

help of the notes.
Notes Messages
1. wetine, job 1.  From: Jeremy
Message: Harold Scott is retiring at the end of the month|
There will be a job going for him.

2. HAsap (assoonas|2.  From: Thompson
possible)

Message: Get in touch with him as soon as possible.

3. FNB(Forst 3. From: Mary Roberts from the First National Bank
National PBank), Message: Call her at 7721852 before 12:30 or between 2
afiexnoon and 3 this aftermoon.

4. cancel, lunch, 4. From: Brown
veschedule Message: He apologises but must cancel tomorrow’s

lunch appointment because he is going to be
out of town. Call him at 7439821 to reschedule.

& Now try this: listen to some more authentic versions of the calls.
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Tapescripts:

I. Man:

2 Man:

3. Secretary:
Woman:
Secretary:
Woman:
Secretary:
Woman:
Secretary:
Woman:

Secretary:

Woman:
Secretary:

4.  Secretary:
Man:
Secretary:
Man:

Secretary:
Man:
Secretary:
Man:
Secretary:

Oh! It’s rather important, so could you give him a message as
soon as he comes in? Tell him Jeremy rang to tell him that
Harold Scott is retiring at the end of the month so there will be
a job going if he’s interested. OK? Thanks very much.

Out? What on earth is he doing? Well, when you see him, tell
him that Thompson is hopping mad and he’d better get in touch
with him as soon as possible.

Mr. Turner’s office.

Hello. I'd like to speak to Mr. Tumner, please.

I'm sorry. He’s in a meeting right now. May | take a message?
Ah, yes. This is Mary Roberts from the First National Bank.
Hm...

Would you ask him to call me at 77218522

OK. That’s 77218 ...

... 52. He can reach me at this number until, say, 12:30, or
between 2 and 5 this afternoon.

That’s fine, Miss Roberts. I'll tell him. I'll give him your
message.

Thank you very much. Good-bye.

Good-bye.

Mr. Turner’s office.

Yes, hello. Is Mr. Turner in, please?

No, ’m sorry. He is in a meeting right now. May I take a message?
This is Mr. Brown calling. I have a lunch appointment with Mr.
Tumer for tomorrow noon that I have to cancel. I'm going to be out of
town for a while. Would you offer my apologies to Mr. Tumer and
have him call me please to reschedule? My number here is 7439821.
OK, Mr. Brown. (I'll) make sure he gets the message.

Thank you so much.

You’re welcome.

Bye-bye, now.

Bye-bye.

Partlll I'd like to speak to ...

Here is a phone call in which a caller tries to arrange an appointment. On the phone
there can be a lot of misunderstandings.

4 First listen to some sentences taken from the phone call. Supply the missing words.

Tapescript:

1. Just one moment, I’ll put you through.
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You’ve got the wrong extension.

Can you connect me back through the switchboard please?

You expressed an interest in our laboratory measuring equipment.

I’m going to be in your area next month and I thought I might like to call in
and see you.

Didn’t you get the literature I sent you?

I'll just see if I can find my diary.

Is that convenient for you?

I’ll write to you to confirm the arrangements just to make sure we’ve got
everything right.

Now listen to the whole phone call. While listening for the first time, add more
key words if you can in the left-hand column. After the second listening, answer
the questions about the call in the right-hand column with the help of the notes.

Notes Questions

Dy Venderson . How many speakers are there in the conversation? Circle the

wong extension correct number.

prees, France trade a3 b.4 c.5 d.6

{aiv, Berlin, last . Who are they? Tick their names or jobs.

manth Bill Anderson  Telephonist

lab measining Sylvia Perez Peter Henderson

equipment Bill Henderson  Secretary

call in, next Sylvia Perex Peter Anderson

month . What’s the misunderstanding between the telephonist and

Bues. 10 Apr., the caller? Fill in the blanks.

11:00 The telephonist mistook Dr. Henderson for Mr. Anderson,|

HApr.11, 10:60 thus put the caller through the wrong extension.

nesxct day, after . What’s the misunderstanding between Perez and Dr

lunch Henderson? Fill in the blanks.

Wed, 2:15 When arranging the appointment, the time suggested

2:50 by Perez was Tuesday 10th April, at 11 o’clock, but Dr,

Wirs nat Wiss Henderson thought it was Wednesday 11th April, at 10,
o’clock. The time suggested by Dr. Henderson later was
Thursday 12th April, but Perez thought it was Wednesday
11th April. The exact hour suggested by Perez was 2:13,
but Dr. Henderson thought it was 2:50.

Tapescript:
Telephonist: Can I help you?

Perez: Can I speak to Dr. Henderson?
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Telephonist:
Anderson:
Perez:
Anderson:
Perez:
Anderson:
Perez:
Telephonist:
Perez:
Telephonist:
Henderson:
Perez:
Henderson:

Perez:

Henderson:
Perez:

Henderson:

Perez:

Henderson:
Perez:
Henderson:
Perez:
Henderson:
Perez:
Henderson:
Perez:
Henderson:

Perez:

Mr. Anderson. Just one moment, I’ll put you through.
Yes, Anderson, Accounts.

Hello, is that Dr. Bill Henderson?

No, this is Peter Anderson. You’ve got the wrong extension.
Can you connect me back through the switchboard please?
Well, I'll try.

Hello?

Can I help you?

I’d like to speak to Dr. Bill Henderson, please.

Dr. Henderson, putting you through.

Henderson.

Good afternoon. This is Sylvia Perez calling from France.
Sylvia who?

Perez. P-E-R-E-Z. We met last month in Berlin at the trade fair. You

expressed an interest in our laboratory measuring equipment.
Oh yes!

I'm going to be in your area next month and I thought I might like to
call in and see you.
What’s this about again?

Your enquiry about our laboratory measuring equipment. Didn’t you
get the literature I sent you?
Yes, yes, that was very interesting.

Is it OK if I come in and see you during my visit next month?

Yes, all right.

What about the morning of Tuesday 10th April at about 11?

I'll just see if I can find my diary. April 11th at 10 o’clock you said.
That’s right. Is that convenient for you?

The next day might be better. Just after lunch for preference.

So that’s Wednesday. That’s great. Shall we say 2:15?

Yes, 2:50, that’s fine. See you in April then. Goodbye, Miss Perez.

Goodbye, Dr. Henderson, actually it’s Mrs. I’ll write to you to confirm
the arrangement just to make sure we’ve got everything right.

€  Now try this: listen to a more authentic version of the phone call.

Tapescript:
(First Attempt)
Telephonist: ... and Company. Can I help you?
Perez: Er ... can I speak to Dr. Henderson, please?

Telephonist: Mr. Anderson. Just one moment, I'll put you through.
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Anderson: Yes, Anderson, Accounts.

Perez: Oh, er ... hello, is ... is that Dr. Bill Henderson?

Anderson: What? No, no, this is Peter Anderson. You’ve got the wrong
extension. You probably want Dr. Henderson in R & D that’s ... um ...
er... 657. All right, 657.
Perez: Oh, um ... well, ¢ ... can you connect me back through the switchboard
please?
Anderson: Huh! Well, 'll try.
Perez: Hello?
(Second attempt)
Telephonist: ... and Company. Can I help you?
Perez: Yes, I'd like to speak to Dr. Bill Henderson, please.
Telephonist: Dr. Henderson, putting you through.

Voice: 657.

Perez: Hello.

Voice: Oh, hello.

Caller: Um ... is... is that Dr. Henderson?

Voice: Er ... no.

Caller: Oh, er...I'm trying to get hold of Dr. Bill Henderson.

Voice: Oh, you want Bill, I ... I'll just see if I can find him. Um ... ju ... just a
moment.

Perez: Thank you.

Henderson: Henderson.

Perez: Oh, good. Um ... good afternoon. This is Sylvia Perez. Er ... I'm

calling you from France.
Henderson: Sylvia who?

Perez: Perez. P-E-R-E-Z. Um ... we met last month in ... in Berlin at the trade

fair. You expressed an interest in our laboratory measuring equipment.
Henderson: Oh yes?

Perez: Well, the thing is I'm... I’m going to be in your area next month and I
thought I might like to ... um ... call in and see you. I'd like to discuss
the applications you might have for our equipment.

Henderson: Ah, I see. What’s this about again?

Perez: Your enquiry about our laboratory measuring equipment. Didn’t you
get the literature that [ sent you?

Henderson: Yes, yes. Um ... that was very interesting. Um...

Perez:, Well, the thing is: is it OK if I come in and sce you during my visit
next month?

Henderson: Isee. Yeah, all right.
Perez: Now, what about the morning of Tuesday 10th April, is that OK? Say

at about ...er ... 11?
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Henderson: I'll just see if I can find my diary ...Umm, yes, here we are. Er ... April
11th at 10 o’clock you said.
Perez: That’s right. Now, um ... is that OK? s that convenient for you?
Henderson: The next day might be better. Just after lunch for preference.
Perez: Right, so that’s ... er ... the Wednesday. In fact, that’ll suit me fine,
that’s great. Now, shall we say ... um ... 2:15?
Henderson: Er ... certainly, yes. 2:50, that’s ... that’s fine.
Perez:  Oh and by the way, I'll be bringing our agent Don Rees with me i...if
that’s OK with you.
Henderson: Oh, certainly. Er ... what was your name again?
Perez: Sylvia Perez, P-E-R-E-Z.
Henderson: Fine. I’ll see you in April then. You know how to get to our lab, don’t
you? Goodbye, then, Miss Perex.
Perez: Goodbye, Dr. Henderson and ... er ... actually it’s Mrs. Oh, and I'li ...
um ... I'll write to you to confirm the arrangements just to make quite
sure we’ve got everything ... absolutely right.

Part IV More about the topic: Ceil Phone: A New Health Risk?

The following short passage is about the cell phone. You may find some newly-coined
words and phrases in it. They will help you to expand your knowledge and keep up with
the advances of telecommunication. Supply the missing words while listening.

More than 20 million handsets were shipped world-wide last year for the fast-
growing digital cellular phone market. According to the US marketing firm
Dataquest, production of GSM (Global System for Mobile communications) handsets
will exceed 60 million by 2000.

The mobile phone is getting more and more popular because of the remarkable
improvement of the world’s mobile communication service. By the end of this year,
there will be 178 GSM networks in 110 countries, providing gxtended geographic
coverage in the form of “roaming agreements” among GSM carriers.

But since the yvery day it came into being the mobile phone has been a mixed
blessing. People are worried that it can mean a new health risk.

According to scientists from 1Q countries who met in Vienna recently, mobile
phones may heat up your brain, interfere with heart pacemakers and ¢ause cancer in
mice.

But there is no scientific evidence to support fears that the ever-increasing use
of mobile phones may threaten human health.

The group did agree to intensify research into radiofrequency electromagnetic
fields (EMF), which emanate from mobile phones.
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“This is something that we hold as a high priority. We want to find out if these
electromagnetic fields do produce cancer,” said an EMF expert, “this is going to take
time. I know everyone wants answers tomorrow but this is just not possible.”

The EMF project, launched last year, is a five-year $3.3 million programme to
study possible health hazards stemming from exposure to mobile phones and other
EMF sources.

What will the experts of the EMF projects tell us four or five years later? We
just don’t know. Will there be the possibility that one day you find a cell phone
carrying a warning similar to the one we have seen too often on cigarette packs:
USING MOBILE PHONES MAY BE HAZARDOUS TO YOUR HEALTH? No one
can tell at the moment.

PartV Memory test: Two Girls Talking on the Phone

You are going to hear a conversation on the phone (preferably only one time). After
that some questions will be asked. Find the right answers as quickly as possible
according to the notes you have taken while listening.

. Smith Catherine Sue Sandy Carol Clara Carl Simon
2. inthe office at home in a telephone booth at a restaurant

inataxi in a department store
3.2 3 4 5
two months half a year one year two years three years

5. When were you bom?
Where do you live? v/
Are you married? v’
Have you got any children?
How many people are there in your family?
Where did you go to school? v/
What is your present job?
What is your educational background?
Why do you want to leave your present job? v
How much are you paid in your present job? v’
Why are you interested in the new job? v/
How much do you expect to be paid in the new job? v/
How do you intend to get to work? v/
How long do you intend to stay at the job? v/

Clara: That number has been engaged for ages. Nobody can be that



