BUSINESS ENGLISH

Talking On The Telephone In English
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"\ Dear listeners,
v J RFUF,

We’re going to introduce you to the basics
of telephoning. You will hear a variety* of
dialogues*, people with different accents*
coming from different countries talking on the
phone to each other. They won’t always be
easy to understand, but after you’ve listened
to the phone conversations* a few times and

have done the exercises*, you will be more

confident* next time you pick up* the phone.

So let’s begin!
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Introduction

4

Getting Connected

$5HHL G

Leaving a Message
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What I Am Calling About
HLIGNE
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Avoiding Misunderstandings
BRRE

Ending a Phone Call
AP

Placing an Order
2L;)

aklng Appointments
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Complaints

BEJF

Travel Arrangements
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Difhicult Situations
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Negotiations
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Business Abbreviations 1 55 &l i

Alphabetical Word List  #l{l. %
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First we'll start off* with some very basic telephoning
vocabulary*. Please repeat* the words and expressions®.

AMBEARS I —2ir e EWE KRBT, FRBXEETf

55,

phone HLiE

receiver* (HLiE) Wris
to dial* % (RIESHS)
to ring* FTHLIE

to answer the phone*  $ZEHLIE

to take notes* LEid

hash key* H-

star key* B8

Let’s practise* some ways to greet* someone on the phone.
Repeat the phrases®.
HMN%E I —TiretuegFgE, REILEG,

Good morning! B4
Hello! |

Good afternoon! T4
Good evening! R

How are you? PRS2



Listening Practice

Wy J1 25 ]

Now you are going to hear a very short ’reléphone conversation.
Listen carefully.

AEARET B —BARRECERE, F87,

Sara: Good afternoon, this is Sara East at McCormack
Advertising* speaking®. How may I help you?

4T, FeAMcCormack) ™ 454y W]y Sara East, #FHEM 4
Jk 5512

Eduardo: Hello, my name is Eduardo Alvarez. I am the
technical director* at Edwardson Pharmaceuticals*. Can I speak
to Mr Conrad, please?

4, FkWEduardo Alvarez, #tEdwardsonfllZ) AR
AW, i1k Conrad Az 1 Wy i 471D 9

Sara: Of course*. Just a minute, please.

LK. THHEF

Speaking Practice
i % )
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to her question* and say who you are and that you would
like to speak to Mr Conrad. Then listen to how Eduardo

Now you try it. Listen to Sara pick up the phone. Respond*

uonanpenuj Luun




responds.

AR ERX—TF, FSaradgifi w6, FEAHFA, 3kIR
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Sara: Good afternoon, this is Sara East at McCormack

Advertising speaking. How may I help you?

Eduardo: Hello, my name is Eduardo Alvarez. I am the technical
director at Edwardson Pharmaceuticals. Can I speak to Mr

Conrad, please?

Sara: Of course. Just a minute, please.
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What do you say when you answer the telephone? Generally*
it's a good idea to say your company* name, your department*
and your personal name. The order* can be changed a bit.
Listen and repeat the following sentences*. You can add® your
own information.

BeERRERA LR BFHAT, RRFHLE RO
3 ok, AR ahflk® 25, MATAMA TR,
FAELTENATF, RTAMABTHEEL.

McCormack Advertising, Customer Service Desk*, Sara East

speaking.
2 McCormack) 452y w1 % S iR 55 £ A Sara East,,

Hi, I am Sara East. I am the customer service representative™ at

McCormack Advertising.
47, %Ml Sara East, fMcCormack]” #2v ®HI% FUARF

@_o




Sara East, McCormack Advertising. How can I help you?
Sara East, McCormack J #5283 H], g8t 4 iR 109

If you want to call* someone it could sound* like this. Listen and
repeat these phrases.

Je R RBLEXAITEHE, TUX AW, A ELXBEG,

Hello, my name is Sara East. I work for McCormack Advertising.
4y, FhYSara East, Jf&McCormack)™ #2v ®HYTAEN B,

Good morning, this is Sara East, calling on behalf of*
McCormack Advertising.

B F#f, FkA:Sara Bast, ft3#McCormack) 452\ Bl45 54T
HLIE

Grammar
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@ |n these sentences you use* a form* of to be:

AT@EATF, tkeMelbeshiaty (E%) BX,

(—]

My name IS Sara East. 2

I AM Sara East. 5

:

Listen to the sentences and add the correct form of to be. e

% T @ & 4 F 5 Rbesh i 6 £ Y X4 8
o This Miranda Sawyer speaking. @

This is Miranda Sawyer speaking. 1

L241



\. oo * How you?
£y e

How are you?

53 ¢ They sitting in the office*.

Tk They are sitting in the office.

55 o] in a meeting*.

I am in a meeting.

jj :;jog?bulary
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Now we are going to practise the numbers. Listen and repeat.

REAMALI —THF. HHEL.

one —
two
three
four
five
Six
seven

eight

= > ok H BN

nine
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@ Practise the following telephone numbers*. In the USA, the

numbers are usually said individually™*.

%) TaHEETAL, AL£R, AMNBTHEF AR

C3-E S

o 672-3345
501-6643
0049-711-9968145
0221-3119875
212-548-2983

»1/9
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chief executive officer*/CEO
legal advisor*®

sales manager™

human resources manager™

head of information technology*
project manager™

production manager*

personal assistant*

Listen and repeat the job descriptions*.
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In the following exercise you will hear a job description or a
company department at the beginning of each sentence. Please
listen to the sentence and then repeat it.

c TRAEITF, REFELE— 464 BT 2 RALBE RN
AN LA, HHAELXEYT

IT department—Can I speak to someone from the please?

Can I speak to someone from the IT department™* please?

sales manager—Can I speak to the please?

Can I speak to the sales manager please?

personal assistant—Can you please give me the number of
Mr Jones’ ?

Can you please give me the number of Mr Jones’ personal assistant?

CEO—My name is Tina Johnson. I am the of Barnets
Ltd.
My name is Tina Johnson. I am the CEQO of Barnets Ltd.

human resources department—Constance Kilroy, JPK
Communications speaking. How may I help you?
Constance Kilroy, JPK Communications human resources

department speaking. How may I help you?

legal advisor—Hi, this is Jim Sandersen. I am the at
JPK Communications.
Hi, this is Jim Sandersen. I am the legal advisor at JPK

Communications.






