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Unit 1: The Switchboard Operator

1 Taking a call: the person doesn’t work for the company
2 Taking a call: the person’s on another line
giving information on office hours

4 Taking a message

5 Telling the caller to call back

Mr Henry Chalmers 1s head of Accounts in the International Bank
Corporation, London.

On Friday, he always plays golf all day, and doesn’t come into the office.
If you telephone that day, the operator always says he’s very busy and
can’t be disturbed.

In the following five conversations, Bill Watkins calls I.B.C. and tries to
speak to Mr Chalmers.
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1. Taking a call: the person doesn’t work for the company

Operator
Watkins
Operator

Operator
Watkins
Operator

Watkins
Operator

Operator
Watkins
Operator

Watkins

Operator
Watkins
Operator

Watkins
Operator

International Bank Corporation.
Good morning. Could I speak to Mr Childers, please.
One moment, please, sir.

Hello?

Yes.

I'm afraid I don’t know a Mr Childers, sir. Which department
does he work in?

Accounts, I think.

Just a moment, please.

Hello?

Yes.

I'm afraid there isn’t a Mr Childers in the accounts
department. I'll just check with the personnel department.

Thank you.

Hello?

Yes.

The personnél department say we haven’t got a Mr Childers
working with us, sirl.

That’s strange. All right. I'll check again and ring? you back.
Very good, sird. Good-bye.

'US: there’s no Mr Childers working for us.

'US: call
'US: fine.
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2. Taking a call:  the person’s on another line
giving information on office hours

Operator International Bank Corporation. Good morning.

Watkins Good morning. I rang! a few minutes ago, and the person I
want to speak to is Chalmers, not Childers. Could you put
me through, please??

Operator Mr William Chalmers or Mr Henry Chalmers, sir?

Watkins T'm not sure.

Operator What department does he work in?

Watkins Accounts, I think.

Operator Then you want to speak to Mr Henry Chalmers. His
extension’s 352. Who shall I say is calling?

Watkins  Bill Watkins.

Operator One moment, please, sir.

Operator Mr Watkins?

Watkins  Yes.

Operator I'm afraid Mr Chalmers is on another line. Can I put you
through to his secretary 7

Watkins  No, I'll wait.

Operator All right, sir.

61;erator Mr. Watkinsg?
Watkins  Yes.

Operator I'm afraid Mr Chalmers is still on the other line, sir. Do you
still want to wait, or will you call back ?

JS: callen

S Also 'eculd you connect me?

IUS: connect you with his secretary?
1S would you rather call back?
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Watkins T'll call back in about half an hour.

Operator Very good, sir. Good-bye.

Watkins Oh ... just one thing. What time’s the bank open?
Operator We’re open from 9.30 to 3.30, Monday to Friday, sir.

Watkine Thark you. Good-bye.
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3. Taking a call: the person isn’t available

Operator
Watking
Operator
Watkins
Operator

6;;erator
Watkins

Operator
Watkins

International Bank Corporation. Good morning.
Henry Chalmers, please.

Who's calling, please?

It’s Bill Watkins again.

One moment, please, Mr Watkins.

- Mr Watkins?

Yes. :

I'm afraid Mr Chalmers is at a meeting?, sir, and he can’t be
disturbed. Would you like to spéask to someone else 7

No, thank you. I’ll ring back this afternoon.

10ther possibilities are:—is on holiday. (UK) is on vacation. (US)

—is out to lunch. (US) is out at lunch. (UK)
—isn'tin. -
—1is out for a coffee.

*The operator could also have asked if Watkins would like to speak
—to his assistant.

—to his secretary.

—to Mr XYZ.
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4, Taking a message

Operator International Bank Corporation. Good afternoon.

Watking Good afterncon. Mr Henry Chalmers, please.

Operator Mr Chalmers is at lunch at the moment, sir. Can I put you
through to his secretary?

Watkings No, thank you. Can you give him a message?

Operator Certainly, sir. What’s your name, please?

Watkins  Bill Watkins. Could you te}ll him I called, and that I'll call
back later?

Operator Certainly, sir.

Watkins Thank you. Good-bye.

" Operator Good-bye, sir.

5. Telling the caller to call back

Operastor International Bank Corporation. Good afternoon.!

Watkins  Good afternoon. Mr Henry Chalmers, please.

Operator I'm sorry, sir, but the bank’s closed. We open again at 3.30?
on Monday morning.

Watkins Thank you. Geod-bye.

Operator Good-bye, sir.

i[f the call takes place at night, the correct form here would be ‘Good evening'.
US: 9:30
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Completing the Dialogue (1) 5244 2(1)
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Operator Internaticnal Bank Corporation. (Good

Watkins Good I a few minutea — , and the personr:

is Chalmers, not Childers. Could

you please?

Operator Mr William Chalmers or Mr Henry Chalmers, sir?

Watkins I'm not sure.

Operator What does he work in?

Watkins  Accounts, ! think,

Operator Then you Mr Henry Chalmers.
His 352. Who I say ?

Watkins  Bill Watkins.

Operator One moment, please, sir

Operator Mr Watkins?

Watkins  Yes.

Operator I'm Mr Chalmers is on Canl
"~ you to his secretary?

Watkins  No, I'll wait.

Operator  All right, sir.

Operator Mr Watkins?
Watkins Yes.

Operator [I'm Mr Chalmers is still on the —, 8ir. Do
you still want to wait, or will you e
Watkins I'll in about half an hour.

Operator Very good, sir.
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