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B FHREERILN

Basic business telephone etiquette

A. Be polite A EHIHR

3

Use the phone professionally: be polite, eENERRETY. &
respect other people's time, and use voice ~ HALH. B 75 #9687 (8] 3F

H S W=

mail wisely. Just because you're not faceto  EREEES, TEEAF
face doesn't mean you don't have to show — R EX e EEER, 5K
basic courtesies'. ETEENILR,

@ Treat everyone equally. Treat the initial? O FHUHFF—TA M

operators or receptionists with the same 5Bl jz:ﬁ é A ﬁ kS
respect you show their bosses. i;{if?;ﬂﬁﬁﬂl%*&

2] sz:\ls\,v?:i‘l:;:[i;:len Eating or cshewhmg © B HRPERBE, 4
9 ® talking, carrying on* other R T
conversations, or obv_nously working on D& F0= AGHE, 5
other tasks while talking on the phone 2 AREECFLLH
all show disrespect for the person on the = BB RHNEIES—
line. Y E,

© Be helpful. When answering the phone, © STHA. EVHEHE
ask how you can help the caller. WEREBE QT K,

O Don't demand special treatment. O FE * ﬁf ﬁ B, 7
Sometimes we all have to wait on hold*! E%?ﬂ&i%%%ﬁﬁﬁ

o !

1. courtesy ['kaitasi] (n.) AL#t
2. initial [1I'nifl] (a.) sAnay

3. carry on #A47

4. on hold %427 4 3%



© Don't leave people on hold. Even if you

can't help a caller right away, check in on
him or her periodically—every 30 seconds,
preferably—to let the caller know that you
are still aware of his or her presence and
that you will help as soon as you can.

@ Identify* yourself. When taking a call,

identify yourself and your company;
when answering someone else's phone,
inform the person of whose phone you
have answered. When making a call, give
your name, organization, and purpose
of call as clearly as possible. If you speak
to a receptionist and tell him or her the
purpose of your call, don't assume your
message will be passed on when you

are put through, repeat your name and
purpose of the call to the next person you
talk to.

© Make sure the person you've called has

time for you. Ask if the person you've
called has time to speak to you, whether
you are calling unexpectedly or following
a prearranged plan. If the person doesn't
have time to talk, try to set up a time in
the future before getting off® the phone.
Conclude business phone calls by thanking
the person you are speaking to for his or
her time.

O Keep your calls to business hours. Unless

you've specifically arranged it, try not to
call before nine am or after six pm.

B. Respect other people's time B. BB A A A
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C. Use voice mail wisely C ERBERE

© Leave detailed messages so people can O REETHRHER, M

take action. Your voice mail message’ g;’;ggﬁ %ggﬁgﬁ
. E £ o hoVlio B B o
shquld allow the Ilsten.er. to take appropriate REAE 3 BT LR EE
action. At the bare minimum, leave your HTEh., ZOEREHME
name, company, phone number, time of B, BTE MRS,
call, and purpose of call. gzgﬁzﬂ&%’?ﬂ;m
DIEI Ko
(2] Re~spond.|promptly8 to messages and © BIAFEMESHES S
voice mail. =ERHEE,

5. identify [al'denufar] (v.) 3251 ; 1 % F#iA
| 6. get off #

7. voice mail message &% =

8. promptly ['prammptli] (adv.) it i 3
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