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Can |l Take a Message? (I)

FOCUS

The teaching focus of Unit 1 and Unit 2 is telephone numbers, addresses, times, dates, making
and receiving phone calls. In Unit 1 and Unit 2, 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 likely 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 “ # ” 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 nation-
ality will help.

Taking a message is a useful skill needed when receiving a phone call. 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 initials are very
helpful. Sometimes students can even create abbreviations that are only known to them-
selves.




2 Unitl Can I Take a Message? (I)
Partl Getling ready

A (Omit)

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

1. Woman: Hello.
Man: Hello. I want the County Hospital.
Woman: That’s 38911.

Man: Thank you.
2. Woman: Hello.
Girl: The railway station please.
Woman: 42661.
Girl: What?
Woman: I 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.

C Listen to the telephone number and choose the answer.

1. a.852-4014 b. 825-4107 c. 285-1417
2. a.942-6330 - b. 924-3616 c. 944-3163
3. a. 725-1980 b. 752-9018 c. 727-9880
4. a. 281-0523 b. 218-5032 c. 288-5303
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5. a.654-4013 b. 645-4131 c. 655-4013
6. a.3404-9175 b. 3140-9715 c. 3041-9157
7. a.5212-7604 b. 5122-7064 c. 5221-7406
8. a.4283-0293 b. 4823-2093 c. 4832-0292
9. a. 9654-4873 b. 9564-4783 c. 9546-4883
10. a.7838-1134 b. 8373-1343 c.7738-1414

1. 852-4014 2.944-3163
3.727-9880 4. 218-5032
5.655-4013 6. 3404-9175
7.5122-7064 8. 4283-0293
9. 9546-4883 10. 8373-1343

Part Il Giving and receiving phone calls

A 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
3. 52 4/782824 n r changed
4. 2650325 temporarily disconnected
5. 3587202 changed to an unpublished number

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 tempo-
rarily 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
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unpublished number. 3587202 has been changed to an unpub-
lished number.

B 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. retire, job 1. From: Jeremy ‘
Message: Harold Scott is retiring at the end of the
month. There will be a job going for him.
2. asap (as soon) 2, From: Thompson
as possible) Message: Get in touch with him as soon as possible.
3. FNB (First Na-| 3. From: Mary Roberts from the First National Bank
tional Bank), Message: Call her at 7721852 before 12:30 or between

afternoon 2 and 5 this afternoon.
4. cancel, lunch,| 4. From: Brown
reschedule 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.

C Now try this: listen to a more authentic version of the calls.

1. Man: 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.

2. Man: 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.

3. Secretary: Mr. Turner’s office.

Woman: Hello. I'd like to speak to Mr. Turner, please.
Secretary: I'm sorry. He’s in a meeting right now. May I take a message?
Woman: Ah, yes. This is Mary Roberts from the First National Bank.
Secretary: Hm ...
Woman: Would you ask him to call me at 77218527



