weblioZE &g Handling Business Phone Calls 3

R

I. Leaving a Message to an associate or voicemai l

A. Listening (VR=>%)

Click the link below and listen to exapmle expressions.

TV )vILT REDFIZEENTHELLD,

Cliick to listen
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B. Words and Expressions (E§HE&ERIT)

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

AEME—HEICHEDORT . B, REZHEELELLD,

Example Expressions

Can I leave a message please? / Could you give Mr. Brown a message please?

Ayt —SEBLTHEBLNTLESH 2 /
TSN A RS ERBENTEES N ?

Could you ask Ms. Hollow to call me back please?
My name is Anna Keller of ABC Corporation. My number is 566 7866.

RO—3AIZFACETERE I H5L58ATELAFIMN?
FDARL, ABCHDTUF45—T, BB (L. 566 7866 TT,

Could you please let Ms. Singh know Mary Jay needs to speak to her on an urgent
matter? She has my number. Thank you.

:‘E_‘Zli;/ul:\ ATV AN RBDAETHRREFETRDENHHLLLEAMOETIRITE
N
BEIEFHADESEFHOTET . HYMNED,

Hello this is Samantha Hersh of Delta Corporation. I just want to confirm your delivery
address.
Please call me back at 877 0988 anytime between 9AM and 6PM on weekdays.

ZAITBIE. TILED YUY - \—2aTT, HEE=DEETRFLRAZHEND-LND T,
EHFRIRE~F1Z6BF DRI THA, 877 0988[ZMIF7EBLTLIZELY,

Hello, my name is Mandy Crest from FEDS Pharma. Your order is ready.
Please call us at 677 9988 to let us know if you will pick it up or have it delivered to your
home or office address.

CAITHIE, FEDS PharmaD T4 —JLARTY , HET-DENFEFENTETNET
o CHNTEIEMYIZKEMN . HEI=DORHELIIF T RIZE T TEMNES A E677 9988
[CBFEELTEHLELEE,

Hello this is Andrea Biggs from DC Prints. I'll call again at 1PM this afternoon.

ZAITBIE, DCTYLFDTURLT -EvY X TT,
SHOFRIBIZBEUNMNTGELET,

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

15']5( Weblio F-&EEWJK http://ejje.weblio.jp/sentence/
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C. Practice 1 (&EEHE1)

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

1.
A. I'm sorry but Mr. Tan is at lunch.

B Okay, give him a message for me.

A. I'm sorry, Amy is in a meeting. Would you like to leave a message?

B. Okay. Tell her to call me back at 566 8774.

A. I'm sorry but Gareth has left for the day

Okay, tell him that I need to talk to him right away.

A Voicemail message: “Hi this is Sandra Sy. I'm in a meeting. Please leave a message
" after the beep.”

B This is Ann Song of Webs Enterprises. Call us at 677 9900 to confirm your delivery
" address.

A. I'm sorry but Mary is still in a meeting.

B Oh okay. [ want to leave a message. Tell her Shannon called and I want her to call
" me back ASAP at 677 8777.

D. Practice 2 (¥ & [RE2)

Leave a message to Mr. Bernie Sam through his voicemail. You are Andrea Song of
Herbert Enterprises and you want to confirm the payment of Mr. Sam for his order
because you have not received it yet and his package is ready for dispatch. Inform Mr.
Sam that he may reach you at 877 0995.
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II. Clarifying what the cal ler says

A. Listening (VRA=24)

Click the link below and listen to exapmle expressions.

TV )vILT REDFIZENTHELLD,

Cliick to listen
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B. Words and Expressions (F§HE&RB)

Check pronunciation, meaning and expressions of the words with your tutor.
RS —HEICHEEDHRT . Bk, REEZMHEFELFELLD,
Example Expressions

Could you please repeat that?

15—EE-oTLEENWETH?

I'm sorry, I didn’t catch what you just said. Could you say that again please?

BLURHYEE A, M= ERATLE,
13— EE-o TN FET 2

Could you please speak a little more slowly?

FTHELEAN, LIDLoKYFEL T EIFFERE AN ?

Could you please speak a little louder? / Could you speak up, please?
THFEEADN, LIPLREGETHL TV EFFEFEAN?

Can you please spell that for me?

ARNWEHATIEITEREAN?

Please let me repeat your information to make sure I got it right.

ELKEEMN TSI EZMHERT DD, #BYRSE TSN,

H:ll )
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C. Practice 1 (&EEFHE1)

Correct the following sentences by using more polite and formal expressions

ROXEBEZFYBEYLGRBEEALTEVELTHELLD,

1.
A. Good morning/afternoon, WXY Corporation, how may I help you?

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

A. Sorry, who?

A Mara Cruz speaking, how may I help you?
Is Gareth So there?

A I'm sorry he’s in a meeting. Could you please call a little later?

B. Say that again.

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. I'm sorry she won't be around today but you may reach her at 678 0873.

B [ want to read the number again if I got it right.

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

Mr. Who?

A. Thank you for calling WXY Communications, this is Liza, how can I help you?
B. I'd like to speak to Alison please.

A. Sorry she's at lunch. Would you like to leave a message?

B Okay, please tell her Megan Sherzhinger called and I'd appreciate if she'd call me
" back as soon as possible.

A Spell your name, will you?
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D. Practice 2 (& %82)

1.

A: Good morning, how may I help you?

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

A: (You did not get the name of the person the caller wants to speak with.)

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: Sorry she’s at lunch. Could you leave your name and contact information so I can ask
her to call you back?

B: Sure, thanks. This is Mary Walters of Abenson’s Place. My contact number is 677 9877.
She can call me back anytime today.

A: (Tell the caller that you'd like to repeat her information to make sure you got
everything. Make sure to confirm the caller's name, contact number and company.)
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