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Making a Call

1. Putting through a Call
Amy Zheng , the PA to the CEO of Genetec International Advertising

and Exhibition Company, is calling Mr. Johnson, the advertising

manager of ITE Group.

Operator :

Amy :

Operator :

Amy :

Operator :

Operator :

Amy:

Operator :

Amy :

Operator :

ITE Group. Good morning.

Good morning. I want to speak to Mr. Johnson, the
manager of your advertising department. Could you put
me through, please?

Well. May I know who is calling?

Amy Zheng from Genetec, Beijing, China.

One moment, please, Miss.

Miss Amy Zheng?

Yes.

I’m afraid Mr. Johnson is on another line. Would you
like to hold on a minute or will you call back?

I’ll call back in half an hour, thanks.

Very good. Goodbye.
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Amy: Goodbye.

2. Checking the Arrangement
Amy is calling Mr. Johnson to check the arrangements for his visit to

Beijing.

Operator: Good afternoon, ITE. How can I help you?

Amy: Hello. This is Amy from Beijing. I called just now.
Could you put me through to Mr. Johnson?

Operator: Sure. Just a moment.

Johnson: Johnson speaking. Who’s calling, please?

Amy: Hello, Mr. Johnson. This is Amy Zheng from Beijing.

Johnson: Hello! Nice to hear your voice again.

Amy: Me, too. We are making arrangements for your visit and
I’d like to go over a few of the details with you.

Johnson: Good. So things are moving forward.

Amy: Certainly they are. There are two things I’d like to go
over — your arriving date and the hotel you prefer. Is it
convenient for you to talk now?

Johnson: Amy, actually, I’ve given all the arrangements to my
PA, Miss Ella Timmy. She is looking after things from
this end.

Amy: Great! So shall I phone her and check the arrangements?

Johnson: Well, I will tell her to give you a call.

Amy: Ok, thank you very much.

Johnson: Don’t mention it. See you.

Amy: See you.
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3. Booking an Air Ticket

Ella, the secretary of Mr. Johnson, is booking air tickets for Mr.

Johnson.

Reservations:

Ella:

Reservations:

Ella:

Reservations:

Ella:

Reservations:

Ella:

Reservations:

Ella:

Reservations:

Ella:

Reservations:

Ella:

Reservations:

Flight reservations, can I help you?

I’'d like to book three seats to Beijing on a flight
leaving this afternoon, please.

I’m afraid all seats have been booked for this
afternoon. The next one is this evening leaving at
7:00 p.m.

All right, in that case, can you reserve three seats on
the flight from Heathrow to Beijing this evening?
What class?

Business class.

What names, please?

Mr. Bill Johnson, Mr. Frank Green and Mr. Tom
King.
Mr. Bill Johnson, Mr. Frank Green and Mr. Tom

King. And whom should we send the bill to?

Bill Johnson, 25 Church Street.

Three seats for Mr. Bill Johnson, Mr. Frank Green
and Mr. Tom King on Flight BA039 to Beijing,
leaving Heathrow at 7:00 this evening.

Right.

Has Mr. Bill Johnson got a number where we can
contact him, if necessary?

Yes. His office number is 432 9988.

432 9988. The tickets should be collected at least one
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hour before departure this evening, Madam.

No problem. Thank you very much.

Reservations: You are welcome.

4. Taking a Message

Ella is calling Amy to inform the arrival time of ITE managers. Amy

is not in now. Her secretary Lee is taking a message.

Lee:
Ella.
Lee:
Ella.
Lee:

Ella.
Lee:

Ella

Lee:

Ella:

Lee:

Good Morning! Genetec.

Good Morning! May I speak to Amy Zheng?

I’m sorry. She is not in now.

Could you help me to find her. I've got something very
important.

Oh, I'm afraid I couldn’t. She is on an urgent business trip to
Shanghai. May I know who is calling?

Ella Timmy from ITE Group.

Oh, I know. Glad to get your call, Ms. Timmy. I am Lee,
Amy’s secretary. May I take a message?

: Sure. I am phoning to inform the arrival of three ITE managers

on November 15th.

Right. Let me note down. Could you tell me their names and
titles, their flight number and arrival time?

They are Mr. Bill Johnson, advertising manager; Mr. Frank
Green, sales manager; and Mr. Tom King, director. They
will arrive at Beijing Capital Airport at 9:00 a.m. November
15th, British Airway, Flight BA039.

Ok, got it. We will meet them at the airport. By the way, do

you have any information about the hotel they would like to
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stay at?

Ella: Yeah. I have noted the specific requests on the registration

form you sent us and will fax it to your company very soon.

Lee: That’s fine. I will pass on your message to Amy Zheng when

she comes back.

Ella: Thank you very much.

Lee: You are welcome. Bye-bye.
Ella: Bye.

Calling the operator

~N N G AW N =

o0

Operator, I’d like to make a collect call to 358675.

Operator, would you mind trying 115 for me again?

Cancel the call, please.

Operator, we’ve been disconnected.

Central, we were cut off. Could you reconnect me, please?
Hello, can you connect me with New York?

Hello, operator? I just got cut off. Could you put the call through
again?

Operator! Someone else is talking over the wire.

9. Operator, I'd like the number for Directory Assistance for

10.
11.

12.

Madison, Wisconsin.
Could you tell me the rate for a state-to-state call to Madison?
I’d like the number of Peter Steinberg. The address is 1407
Randall.
Would you go ahead and place the call for me? The number is
451-4565 and the area code is 608.
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. Hello! May I speak to Mr. Hamilton, please?

14. Good morning! I’d like to speak to your manager, please.

15.

I want to make a long distance call.

Making a call

1.

This is Wang Yu from China National Chemicals Import & Export

Corporation.

2. Could I speak to your manager?

3. I want to speak to Mary Kitty.

4. T'm just calling to tell you we’ve won the Company of the Year

Award!

5. T’ve got some really important news for her.

6. Hi, Gregg Anderson here. I am phoning to get a confirmation

7.
8.
9.

10.
11.
12.
13.
14.
15.
16.

about your arrival date.

I’d like to fix a meeting to discuss our project.

I won’t keep you long, but just go over some details.

I wish to know what is going on with our ordered products.
I’d like to make an appointment with your manager.
Would it be possible for him to call me back tomorrow?
Will you be free the day after tomorrow?
I suggest we meet on Tuesday evening.
Thank you. I’'m sorry to have brought you so much trouble.
I look forward to seeing you soon.

Right. See you then.

Answering a call

1.
2.

The Great Wall Hotel. Reception. Can I help you?

International Service. Good morning!



14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

25.
26.

27.
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What number are you calling?
Just a second.

Just one minute.

Please hold on.

Hold on. T’ll put you through.
Sorry, the number is engaged.

Sorry, the line is busy. Hang on a minute.

. Mr. Liu’s line is available now. I'll switch you over.
. You must have dialed the wrong number.
. May I have your name and telephone number, please?

. I'm sorry. I didn’t catch your name. Would you spell it,

please?

This is Smith speaking. What can I do for you?

Who’s calling, please?

Who is speaking, please? I don’t recognize your voice.

Hello, hello! I can’t hear a word clearly. Speak louder, please.
Mr. Smith is engaged now.

The Manager is at a meeting.

He’s in a conference right now.

He is not available now.

Would you like to leave a message for Mr. Smith?

Can I take a message?

I’m sorry. Mr. Smith is speaking on another line. Will you
wait?

You can call him in the afternoon. He will be here then.

I’'m afraid he’ll be fully engaged then. But how about tomorrow
evening? Does that suit you?

He’s gone for the rest of the day.
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28. Well, if you leave your name and number, I’ll tell him to call
you back when he is free.

29. TI'll get in touch with him and call you back later.
30. Can I get back to you in a few minutes?
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