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Handling Calls

1.1
Language Features of Calls

1.1.1
Identifying Onesel f
1. s Mr. \Ms. |
Miss ,Mrs. s o
2. s ITam ... My name is

ves This is ... 0 :
1) This is Thomas Shirley ,Ms. Mao Di’s secretary.

.
o

2) Margie Smith speaking.

.
o

3) Good morning. Linda Green here.

.
o o

Pronouncing Phone Numbers

1. s s
o : 3289033 328



, 9033,
2. 0 [au], 0
s ['ziorou |, zZero R
3. )
, double, : 3289022
three-two-eight-nine-zero-two-two, three-two-

eight-nine-o-double two,
4. s s

o

Good morning. 518-2375.

o 5182375,
5# b o
Hello. Is that 715-2766,please?
o 7152766 7
1.1.3
Pronouncing Dates and Time
1. . , 12 3
the third of December  December the third,
December third.
2. a quarter past ten,seven to six, half
past four s .
1) 10:15 ten fifteen,
2) 5:53 five fifty-three,
3) 4:30 four thirty,
4) 11:00 eleven o’clock,
1.1.4

Sound Assimilations

1. could,would,can’t , you



1.

[d3].[tf],

Nice to meet you.

d.t

[ 'nais to 'mitfju: |,

1.

2.

I’'m gonna;l want to

5

,’m going to

o

[ai'wono |,

[d].[t].

['nais to 'mi:(t)ju: ],

[aim 'gona;

I wanna,

Differences between Am. and Br. Phone English

b

:May I speak to Mr. Mailer,please?
:Id like to speak to Mr. Mailer,please.

Can I speak to Mr. Mailer,please?

o

:One moment ,please.

:Hold the line,please.

Hold on,please.

o

:I'll connect you.

:I'll put you through.

o

: The number’s busy.
: The number’s engaged.

The number’s occupied.

o

:You’re welcome.
: That’s all right.

o



1.2
Making and Receiving Calls

’

1.2.1
Etiquettes

3. . Hello . Hi,
C

1.2.2
Samples

1.1: C



v =

LP2r=2r=2ray

S=Secretary W=Ms. Willie

Good morning. Mr. Smith’s office.

: Good morning. Could I speak to Mr. Smith,please?

May 1 tell him who is calling?

: This is Willie of Sydney Seaside.

And the subject of your call ,Ms. Willie?

: I want to discuss with him about the counseling pro-

gram.
I’'m afraid you want to speak to President Smith,don’
you?

: That’s right.

But this is Mr. James Smiths, the marketing director’s
office. But don’t worry. Hold on just a moment. I’ll

transfer you to his office.

: Thank you.
S= W=
?
, ?
?
b b



H=Marva Hays K=Werner Kennedy

H: Good afternoon. This is Marva Hays,Mr. Wang’s sec-
retary.

K: Good morning,Ms. Hays. Is Mr. Wang in?

H: May I ask who’s calling?

K: This is Werner Kennedy,Ms. White’s secretary of Ex-
tell Company. Ms. White wants to speak to Mr.
Wang.

H: What is it about?

K. It’s somewhat confidential ,I’'m afraid.

H: OK. Just a moment. I'll check to see if Mr. Wang’s

free.

K. Thank you.
H> - K> -

H:. . . o
K. s o ?
H: ?
K: * °
H. ?
K. o
H: b b o
K: o

1.3: C )

S=Secretary R=Martin Rogers

S: Good morning. Smithfield United. May I help you?
R: Good morning. May I speak to the Manager,please?
S: Who is speaking,please?



Py oz

w2

1.

PRI RIY

: This is Martin Rogers of Coober Corporation.

Could you spell that name,please?

: Rogers,R-O-G-E-R-S.

One moment,please. I'll connect you.

S= R=> .
. ?
?
?
,R-O-G-E-R-S,
2.3
Common Expressions
. Hello. Pacific Company. Can I help you?
o
Good evening. Xinhua Industries. May I help you?
o

o o
Good morning. New Millennium Corporation,Customer
Service.

o o

513-2233. Good afternoon.

5132233, o

Who shall 1 say is calling?
7

. Who’s calling her,please?

?
May I ask who’s calling?
?

Can I have your name,please?



