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Answering the phone:

1crosoft.

yelp you?

qelp you?




ntroducing yourself — the caller:

d. (informal)

d Jarvis calling.

ac HR




Confirming a name:

Srson answering says this

tion, “Is this X™)




Asking to speak with someone:
d 1n? (informal)
gere, please?

1s, please?

1S, please?

>ASC.




Giving details of the call:
2 about X.

anfirm the meeting tomorrow.

lon to the meeting tomorrow.

o the advert 1n the local




Taking a message for someone:

ou like to leave a message?

> please?
au called.

A Message.




Leaving a message with someone:

ML tell her that Jane called, please?
. I’1l call back later.

sk her to call Sam when she

ension 632.

&S possible?




Enquiries regarding the caller:

ampany are you calling from?

hlease?

0 speak to?

gsc”?

0 connect to?




Asking someone to wait:
tnformal)

R, please

rmal)




Connecting someone:
gu through.
et line 1s engaged at the moment.
ousy at the moment.

lable at the moment. Can

acain?

1S.




Making special requests:

ou repeat that, please?

nind spelling that for me, please?

0 a little, please?

awer please? My English 1sn’t very

e a bad connection.

qother call.




Problems:
A2 meeting right now.

1sn’t here at the moment.
yopped out.
A moment.

Ehc moment.

) t0 speak to




Mistakes:

Jut I think you’ve got the wrong

ath that name.

AT




ming information:
At that.
back to you just to make sure.
t0 you.

back to me?

idn’t you?




Finishing a conversation:
on to that as soon as possible.

Ou SOO0n.

o through.




Saying goodbye:

ater (Informal)




ering the phone
ing yourself — the caller:
2 name:

yith someone:
all:
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