weblioEEEE Handling Business Phone Calls 1

I. Answering a Business Phone Cal |

A. Listening (VA=>%)

Click the link below and listen to exapmle expressions.

TV )vILT REDFIZEENTHELLD,

Cliick to listen
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B. Words and Expressions ((E3&RIF)

Check pronunciation, meaning and expressions of the words with your tutor.

AEME—HEICHEDORT . BN, REZHERELELLD,

Example Expressions

Good morning/afternoon, WXY Corporation, how may I help you?

BIEEITENVET/CAITHIF WXYHTYT, CREZERVYET,

Mara Cruise speaking, how may I help you?

35 9IL—XTY, CREBEZERYET,

Good morning, this is the Marketing Department of WXY Corporation, how may [
help you?

BIIESTTNET ., CBLFIWXYHDIY— T4V T8 TY ., CREERYET,

WXY Corporation, how may I help you?

WXY#TY. CREEZERYET,

Thank you for calling WXY Corporation, how can I assist you?

BEEHYMNEITETVFET WXYHTY, CHEZERVET,

Thank you for calling WXY Corporation, this is Liza, how can I help you?

BEEHYNEITSVET WXYHDU Y TY, CABZERYVET,

tH #2
BIKX  Weblio3fZ EFFFHM - FIEFFH htto://ejjewebliojp

mj{ Weblio i%ﬁ{ﬁﬂj{ http://ejje.weblio jp/sentence
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C. Practice 1 (&EE/EE1)

Correct the following sentences by using more polite and formal expressions
ROXBEZFYBEYLGRFEEZFERALTEVELTHELLD,

1.
A Mali Limited, what do you need?

B. May I please speak with Mr. Ernest Cruz?

A. Yes? This is Martha

B [s this the Sales Department of Fifty Incorporated?

A. This is Karen Lee, who are you?

B This is Robert Watson, may I speak with Mr. Rogers?

A. Yes? What do you want?

B. I'd like to speak with Ms. Edna Smith, please.

A. Hello?

B. I'd like to make an inquiry regarding your digital cameras...

D. Practice 2 (= I%E2)

If you were to answer a phone call in your office, what would your
opening be? Make sure you greet the caller, and state your name and
Company.

© Weblio Philippines, Inc. All rights reserved.




weblioE £ EE Handling Business Phone Calls 1

II. Opening: Making a Business Phone Call

A. Listening () R=>2%4")

Click the link below and listen to exapmle expressions.

TV )vILT REDFIZENTHELLD,

Cliick to listen
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B. Words and Expressions (EEHE&ERB)

Check pronunciation, meaning and expressions of the words with your tutor.
REEME—HEICHEEORE . B, RBEHERLELLD,
Example Expressions

Hello, this is Anne Mill. May I please speak to...
CAITBIE 7Y T .SARLGILONET I ?
[ would like to speak to George Renee, please.

V3= LARSAEERELLET,

This is Bree See, I'm a customer of WXY Marketing.
[ would like to check the status of my order, please.

WXYR— T4 EREIZLTES . T —-L—LBLET,
FDEXDIREZEERLI-LOTYT A

Good morning/afternoon.
May [ speak to Miranda Singh, please?

BIEEITTVFET/CAITEIL,
STV T EAIFNLO LY WNVET M ?

This is Mary Lim from BEX International,
May I please talk to...

BEXAA—FSaFILDAT)—-1JLTT,
nEAFNSOLRLVET M ?

Good morning/afternoon, this is Lee Sims.
I'm calling regarding my telephone bill last month, is this the right department?

BIEESSENET/CAITEIE, = S LXTT,
FERADOEFEDHERICODVNTHEAZLEZLOTE A, ZOEFATE>TLNET M ?

H B
Ek  Webliof#=E HEFNTEHM - FNEFFM http//eiiewebliojp/
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C. Practice 1 (&EE/EE1)

Correct the following sentences by using more polite and formal expressions

ROXEZELVBEUGRREERALTEVELTHELLD,

A Good morning/afternoon, WXY Corporation, how may I help
" You?

B [ want to talk to Mr. Briggs.

A. Mara Cruz speaking, how may I help you?

Is Gareth So there?

A Thank you for calling WXY Corporation, this is Liza, how can I
" help you?

B Will you explain my bill?

A WXY Corporation, how may I help you?

B Where is my package?

A Thank you for calling WXY Communications, this is Liza, how
" can | help you?

B [ want you to check the status of my internet connection.

© Weblio Philippines, Inc. All rights reserved.




weblioE £ EE Handling Business Phone Calls 1

D. Practice 2 (% R1%82)

1. A: Good morning, how may I help you?
B: (Greet the person on the other line, state your name, and look for
Mr. Brown Smith.)

2. A: This is Mary Kim of Western Corporation, how may I assist you
today?

B: (State your name and tell the person on the other line you need
information about their shipment fees.)

3. A: Development Incorporated, how may I help you?
B: (Inform the person on the other line that you are calling about
billing. Ask if you reached the right department.)
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