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‘Business Calls
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caller n.  HREIEE get through FHIERR
connect v HEEAIG hang up e 35
extension n.  HEHESHL local call P L3 3 Ao 50 %
receiver n. Wi, BBl long-distance call K& Hi%
teleconference n.  HEREZIN on the phone iR
conference call ZERREES I pick up ey

engaged /busy /in usetr:( i) £k put sb through BSE (BT

bad line LR wrong number {EiREIE S TS T
called party R telephone book /directory Hi,i% 5 %
get in touch HRE L telephone pad RS A0 FA

2 BRI
1)Hello, Mr Big’s office, how can | help you?
PRUT | % R Hs e AR I A & BB R A A0 ?
2)Hello, IBM, Alice speaking, how may I direct your call?
Priig 3¢ B IBM ), 302 2% i T, S8R SRR AR i i g
3)Hello, IBM, what can [ do for you?
PRET , 3% U IBM 28 w] , BB ARt 4 ng 7
4)May I ask who is calling? & BRHENE & HEFTACHLIE S 7
5)May | have your name, sir? 554, 30T PAHLE AR 945 702
6)Excuse me, Mam, can you tell me your name please?
AR, RN, REEE TR R AR 4152
7)1 am connecting you now. 3 | EREEHE,
8)Please hold, let me check to see if she’s in... Sorry, Mam, she is not in right
now, can I leave a message? % —F, ik REBMIEREIAE A
&, RN AT NE TR w07
9)Please tell her to call me ASAP. i85 il ibdth— R RG TR FIHIE
10)Can you put me through to the Accounting Department?
PREEFE T rL G % B2 TR 7
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: Hello, IMB, Alice speaking, how may I direct your call?

. Hello, is your boss in?

: Please hold, while | check... Sorry, sir, he is out. May I take a message?
Please tell your boss that John Smith called. Have him call me back ASAP!
: I’ Il take care of that right away. Is there anything else?

: No. That’s all.

. Goodbye and have a nice day.

: You too, bye-bye.

W>wW>wW> WP

EVpy i A

How to Make a Business Call

Preparing for the Business Call
e Step 1 |

Remember that a business telephone call is comprised of three components:
the beginning introduction, the middle bulk of the call, and the end summing up.
® Step 2

Say everything that you need in order to explain your reason for calling.
State when you will return the call or request that the other person call you back.
If you have to leave a message, be concise.
® Step 3

Let the other person know at the beginning of the call if you plan to use a
speaker phone or record any part of the conversation.

Making the Business Call
e Step 1
Introduce yourself or remind the person of your identity at the beginning of
the call.
e Step 2
Find out if the person you are calling is fully available to talk. If not, try to
3
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schedule an appointment for you to call back.
e Step 3

Use notes to help guide you through the specifics you want to mention.
e Step 4

Ask the other person to repeat what you are saying in their own words. This
is important in ensuring you are both on the same page and understand what the
conversation is about.
e Step 5

Stick to the subject and do not allow the business conversation to drag out
with meaningless chatter.
e Step 6

Review the important points of the discussion, going over each person’s
responsibilities.
e Step 7

End the call on a pleasant note. Thank the other person for their time, set
an appointment for another call (if needed) and wish them a good day. Be sure
to set up who will make the call.

.be comprised of .- L

5] . The British Parliament is composed of the House of Commons and
the House of Lords. B [H [E 2 fi X Be Al L Be gl i) .

. bulk K #4r

#i] . The bulk of Britain’s invisible export earnings comes from this sector.
e [ 0T B A TPk B X — 857

.sum up 45 (FHE)

] . The last section sums up all the arguments on either side.

feJ5 — 04 BES T BT AR o

. concise f&j BH ¥, o] B

%1 . Be sure to make it clear and concise and avoid long-windedness.
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5. guide you through #5%% ,5| &
#]: You need an expert to guide you through the labyrinth of rules and
regulations on this subject. VR7FE % ZHt X A1 A RLINFE &k .

6. on the same page ® K24 LA FE L, X pGER, RiE—
%] :We’ re on the same page now, so we should just focus on that.
MAEBANE —FM EWANT , RATEIPES,

7. stick to WRHFa4Eds Yy
#il . We don’ t want to listen to your opinions; stick to the facts.

FATA YT AR KA, HyFsss
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1. Act out the dialogs in the unit with your partner.

2. Choose role A or B. Create a dialog with your partner, using the expressions

in this unit when necessary.

You are Mr Smith’s secretary. You are | You are Mr Johnson calling to Mr Smith

talking to Mr Johnson on the phone. about the meeting on Wednesday morning.

3. Answer the following questions.

1)What are the main parts of a business phone call?

2)What can guide you through the specifics you want to mention when making a
business call?
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