weblioZE &g Handling Business Phone Calls 2

I. Connecting a Caller and Asking to Hold

A. Listening (VR=>%)

Click the link below and listen to exapmle expressions.

TDIIED)vILT, RBOBIZENTHELES,

Cliick to listen
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https://drive.google.com/file/d/0B_fNDHMDpnX6VTJkcms0RFhScjg/view?usp=sharing

weblioEEEE Handling Business Phone Calls 2

B. Words and Expressions (E§HE&ERIT)

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

AEME—HEICHEDORT . B, REZHEELELLD,

Example Expressions

I'll put you through, one moment please.

BEREEHILGELFTY . DREFLEZELN,

Certainly. I’ Il put you through to Mr. Luke’ s phone.
If you get disconnected for some reason his direct extension is 5566.

AHMBLEL =, L=V SAICEDHEELET,
BN —8NSEMhof=5, EERORNEES5661ZHEMIFLIEELY,

I'll connect you now, kindly stay on the line.

EORELFT DT, Yo T I2HFL:SLY,

Please hold while I connect you to Mr. Brown.

TI0VEANEDIHRETHD T, U T ITHEFLEZEL,

Would it be alright to put you on hold for a minute while I check our records?

RFEFIVILEFT DT LAREFLNETFFEI TLIOIN?

Yes, he's in. Please stay on the line while I get him for you.

RIEIBYVET . BEUVLET D TEDFELFHFLLZSLY,

HH
Bk  WebliofFZ RFEFH - FOEEFH http://eiie.weblio.ip/

17}-“3{ Weblio F-&EEV}-IJX http://ejje.weblio jp/sentence/
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weblioZE &g Handling Business Phone Calls 2

C. Practice 1 (&EEHHE1)

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

1.
A Could you connect me to Mr. Tan, please?

B. Okay, wait.

A Could you tell me how much my bill this month is, please?

B. Sure, I'll just check our records, wait.

A. May I speak to Gareth, please?

B. Okay, I'll call him for you. Stay on the line.

A Is Dr. Webster in? I'd like to speak with him, please.

B. Sure, I'll connect you now.

A. Hello? Please connect me to Eddie Shaw's office.

Okay, I'll put you on hold while I do that.

D. Practice 2 (& %82)

How would you tell a caller to hold the line so you can connect him to Ms. Sheena Yu.
Inform the caller that the direct extension of Ms. Sheena Yu is 5655.
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weblioE £ EE Handling Business Phone Calls 2

II. Replying when someone is not available and
offering to take a message

A. Listening (VRA=24)

Click the link below and listen to exapmle expressions.

TV )vILT REDFIZENTHELLD,

Cliick to listen
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weblio K& EE Handling Business Phone Calls 2

B. Words and Expressions (GE3E&ERIT)

Check pronunciation, meaning and expressions of the words with your tutor.
RS —HEICHEEDORT. Bk, REEMHFELELLD,

Example Expressions

I'm afraind Ms. Brown is not in at the moment. Would you like to leave a message?

HLIRHUFEBAN . RETSVUSAREENLTEYET,
EEZHTALELIOIMN?

I'm sorry but the line is engaged at the moment. Would you like to call back later?

FTHFETADN. BESELP T, BMTELLELLIN?

I'm sorry but she’s in a meeting. Would you like to leave a message?

THEFRHAD, BRIFBAERBERTT . GEEHEBALTIN?

I'm sorry but Mr. Harris is at lunch. Would you like me to put you through to his voicemail?

JAHETAN, NIRSARFBRESBRARAHFTT,
WMOBFHEBEICE OLHELELLOMN?

I'm sorry but she’s left for the day. Would you like to leave a message?

FTHELAN BRIE—BHETEYFES . AvE—CZFRLEITMN?

She’s in a meeting. Perhaps she could call you back if you leave your details.

BRIEEBEBPTT . BERITIEEEHELIZGNAE, RTHTEITMLLAFEE A,

HH B8
Bk WeblioZE=E i*ﬂﬁ$-ﬁ-' 0 ﬁﬁ$-ﬁ- http://eije.weblio.jp/
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weblioZE &g Handling Business Phone Calls 2

C. Practice 1 (&EEHEE1)

Correct the following sentences by using more polite and formal expressions

ROXEFZLYEUGRREFERALTEVELTAHELLD,

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

B. Yes, I would like to speak with Mr. Briggs please.

A He's not here. Bye.

A Mara Cruz speaking, how may I help you?

B. Is Gareth So there?

A No, he's in a meeting. Call later.

A Thank you for calling WXY Corporation, this is Liza, how can [ help
" You?
B I'd like to speak with the manager please?

A She’s left for the day. Call tomorrow.

A WXY Corporation, how may I help you?
B Could you please get me Mr. Hartford?

A The line is busy. Try again later.

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

B I'd like to speak to Susan please.

A She’s at lunch. What do you want to tell her?
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weblioE £ EE Handling Business Phone Calls 2

D. Practice 2 (& %82)

1.

A: Good morning, how may I help you?

B: May I please speak with Mr. Brown Smith?

A: (Inform the other person on the line that Mr. Brown Smith is at a meeting and offer to
take a message.)

2.

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

B: Yes, please put me through Karen's line.

A: (Inform the other person on the line to hold for a minute while you try to connect
him/her)

B: Okay thanks.

A: (Go back to the caller and apologize because the line is busy and inform the caller that
he/she can call back again later.)
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