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Receiving a Phone Call

E B iE

Telephone has become one of the most important
communication tools in people’s work and life. It's an
important part for secretary to receive a phoné call in
their everyday’s work. To be a high-ranking secreimy;
she(he) must know the art of receiving a phone call.
When a secretary is receiving a phone call, she(he)
should be refined and courteous and tone is genﬂe

In this part, we'll explore some basnc,convetsaﬁoml
pieces regarding receiving a phone call. .~

W, TR A AN A% TR TRV BRI A
—, BHEELHAR A ia%I%wi%«#
o BRBRA—LHRRGHS, mu&)*ﬁﬁﬁ&@%%
“ R, ﬂ%ﬁ&%ﬁﬁﬁ#’#’%‘% éﬁ,i&fﬁao

KAy EEAB—EAABOEOTE,




Sectlon A

Hello. .

A: Hello, Microsoft Company.

A: R AF

B: Hello, this is Mr. Morrison Lewis. I'd like to speak to Mr. Baker, please.
B: REBAZ - BRBWiset . W TAEWER.

LR ERFEWRAXEERER, FXTHFHE DB TUE Hello, BT R
BXH R AR, B ET R, RER ARG T REETER
W4 B4 47 Bl Good Moming(Good afternoon =, Good evening) .38 ¥ R 7
SRR B R4 &t ¥, 4. “Hello(Good morning, . . . ) This is Marin
Zen's office. Can I help you?” 4, 7 1 3%, “ (This is)Maria Zen speaking. ”

Who is. . . please?

ﬁl‘f’]% —-ﬁ‘i ...... ?
A: Who is speaking, please?
A: T R — 7 ?

B: This is Mr. Anderson from America. May I speak to Mr. Wu, please?
B: REFZEMREHRLE, HREETRIEFFW?
ARXTRERERFEN, TUF: REREAEREN, WTFAT
[] : “Who are you? ”'# il 832 7] 3 A UL T JL# : Who is calling, please? (& B AT
#, 3% ?) Who is speaking, please? (i [¥] # 7 ¥ i% ?) Whom am I speaking to? (3 £, %
159‘775&")1“8)’ I have your name? (% ¥ LL PR By 4 £ 75 ?)

Hold on, please. .

A: Hello, this is Mr. Morrison Lewis. I'd like to speaking to Mr. Baker,

please.
A: B0  RREFZ - B, RERN EAETHE,
B: Hold on, please. I'll get him to the phone.

B: iERfR, LM .




ERBER, T ERNWAETERBENEARALHE, RETRERE
o EEEE, FUGLESTE—T, X6, 7 U3 “Hold the line,
please. ” (i# 7 E4F ¥, 7% H #7, ) % Hold the line a minute. (f % ) One moment,
please. (3% % , ) May I ask what it's about? (i# [%] f+ 4 %?) Could you tell me what
it's about, please? (% ft4 & 214 F5?) I will tell him as soon as he comes
back. ft — [l & & # & VF o )
2. Can | take a message?

P smEnsnm?
A: Good morning. May I speak to Mr. Watt, please?
As L8 3R A S A 7D

B: I'm sorry Mr. Watt is away on a business trip. Can I take a message?
B: fRAUMK, b 22 1o AW K E DY
WEREFERNAGHAF T, R—RBEARE, BAREAX T, HH
Ex 7 EEREY FO. —M& T H: “May I take a message for you?” (% 4 {f
Mg, #5?) 5% # “Would you like to leave a message?” (1R & & # "5 ?)

Section B T
BEAKRSE

May | ask who is calling, please?

i) Btk?

Would you tell me your company name, please?
WA VRN B B 2 PRI ?

Hello, is this the Apple Company?

TR A2

No, /’m sorry, You have got a wrong number.
AR, AR, BATH T -

The number has been changed.

SHEET.




6 |/'m afraid there is no Mr. Huang here. What number have you
dialed?
B X ILBA mEX DA, BREHBTERE?
7 | You have the wrong number.
BITHT o
It is nothing ot all.
AEE,
E] /’m afraid | don ‘'t know a Mr. Cooper.
XA, ANR A EEMI Sk
Could you repeat it, a little more slowly?
REAREFF Ui — i , 318 — Lo iy ng?
Can / have your name and felephone number?
R VR R M 2 A 35 S A5 g ?
What department are you calling?
AR ERI T2

FAX BA BB
| One moment, please. 1’| call him.
R, B Kb i
| 3 | Just @ moment, please. I/l see if he’s free.
HHESIL, RE MR EH N E,
| 4 | Hold the line, please. He'l be with you right awoy
WS, S EBR T,
| 5 | Please hang on. She’s coming now.
HEE MRT

(2
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6 | Hold the line please, and I’ ll tell Mr. Dickens you ‘re calling.
T BIBCT i , 325 VRl 5 i fe A Ok T LI
1/l see if Mr. Dickens is in.
REBR B E I EERE.
Mr. Smith is on the phone. Do you wish fo falk fto him?
_ SREHT A RIR . IREERR M TGN ?
He is in conference just now. Is it urgent?
,, B EAEIT &, A 2 FE?
1’m sorry fo have kept you waifing.
RHBILBAET .
11| /°/ connect you with Mr. Hunrer.
ok Bl TR ek .

! He is on a business Irp.
FBE! i 22 T .
2 |/'m sorry he's away on business af present.
RFT#K, ISP LT .
'3 | Ms. Root is on a business frip in Sydney.
BRLLARENFELT,
| |/ 'm sorry she's busy now.
ARHIHK , o BUAE AT
| Oh. What a pity! She's on another line right now.
M, AR T ! it BUAE IEFT TR
6 | Just a moment. |’'m sorry, at the moment he’s out of the
office. Would you like fo leave your number?

. K, MAEARTE AT RE B iE?




Shall | ask him to call you when he is free?
ftb A 2 B P 2 AR 120 o 3 e ) ?

Hell be back about eight o clock. Should | have him call
back?
ftb KA 800 - 47 1ok , B AL At 45 4% ] o 75 15 2

/’m sorry. Mr. Dickens has some visifors at the moment.
RHK , 5 W R BER A

/’m sorry, Mr. Dickens is absent. He is on sick leave.
AR LK, 3 5 307 e ANAE AR TR T o

/”m sorry, Mr. Dickens is out right now. May | ask who's call-
ing, please.
AR Hu3K , BLAE 5 17 S AR, i e R R R —fz?

Would you mind calling back this affernoon?
W T EREIE, A EE?

L | Mrs. Liv. I’m sorry but Mr. Liv is in a meeling now.
XK, ik, X S IEE T & o :

| Of course. I'll let him know as soon as he has finished his

meefing.
o YR, WG B EVrfl,

3 | Hello, Sandra. Could you fell Mr. Baker that his wife is calling?
Wi, B VR DL RSB A A R R HRA ,

!/ wish | could, Mrs. Baker, but he just stepped out.
ERETRAE, WK, HREMBIA HET .

He should be returning in a couple of minutes. Can / have him
call you?

i,
P %
i




L5805 B A TR . B A (0] e 5 1 ?
Hi! Miss Wang, this is Hubert speaking.
MR E/NH, R
7 | / will fell him as soon as he comes back.
‘ i — [ R B B4 it
| May | ask what it's about?
; w452
9 | Could you fell me what it's about, please?
e IRR R aZg?
Can you call back later?
- it — 2 LT et g ?
11| /s that Mr. Li?
RZ S g?

N A Stranger is Calling
P MAEARE
A : Is this Atlantic Company?
B : Yes, it is. May | help you?
A : Ext. 453, please.

Bl: 4537

A:Yes. Thank you. One moment, please... I'm sorry, but

nobody answers right now.




.| see...well... What section are you calling?

:I'm calling the Textile Department.

: Whom are you calling in the Textile Department?

:I'm calling Mr. Adams.

: I'll check the number. One moment, please.

: Thank you.

:You're welcome... Hello, sir. The correct number for

Mr. Adams is 543.

: Oh, 543?

: Yes. We'll put you through. Just a moment, please.

: Thank you.

:You're welcome. Mr. Adams is on the line now. Go ahead,

please.

A: RRKPFARG?

B: By, WA HHALE?

A: IR 453,

B: 453 MG?

A B, WS, HE—T TR, BERAE,
B: BT - RSB EFT R 3B0?

A: BEHHSH AR,

B: SBITR G AR —4?

A BRI HHTEE,

B: #EF—TRIESHE, #H%.

A: g,

BAES B, FLHMEELEMNERESH/E 543,
A, 2 543 @7

B: B, R BIEEE, HHE,

A: g,

B: RES, ELHELECEBIE, HiK,



: May | speak to Mr. Huang?
: Mr. Huang? I'm afraid there is no Mr. Huang here. What
number have you dialed?
:Is this 2354587
:No, I'm sorry, you have the wrong number.
:Oh, I'm sorry.
: It doesn’t matter.
A B RSB EINEIELFD?
B: ®E&E? BHMXERERELE, CHPEHLSE?
A: X2 235458 MG ?
B: A2, R, IEFTHE T,
A: L3RR,
B:igX %,

ErEE = >

I])_I‘_E'JEE%%%%, B A5 L SE R BT o B, ST A 4
W AR R AR, IO e IR AT R R, 3 TR
HL I ALBU S RIS I A TR T o SIS S SR R S0y T S 2 5

BRMBCT A SR,

& : Good morning. Mr. Smith’s office. May | help you?
B : May | speak to Mr. Smith?

W Who's calling, please?

B : This is Mr. Li from Shanghai.



