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Lesson objectves:
o See and wnderstand basic vocabulary and expressions used un professional telepihone conwersations.

e Practice new votabulary and expressions un role plays
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On the pihone

o Think about tire following guestions
0 How-do yow answer Hre phone at work?
0 What information do- yow gwe?

o The following expressionsy are all professional waysy of arsweriung the pirone:

Good morning / afternoon / evening.

Cowv | help you?

Hello?

Sales.

Hello: Thank yow for calling ABC Company. My name iy .... How can | help you?

O O O O O ©o
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On the pihone
e Read the comwersation belows Are there any new- expressions? Wit do- they mean?

Receptionist: Good afternoon. ABC Company.
James Smitiv.  Good afternoon. This b James Smitiv from XYZ Covrpovation. Con | speak to- Savair Jones

Receptionist: W pwt yow tHwrough. Please holol
.. 20 secondy later ...
Receptionist: P sorry, but tiere (s no- avswer from her extension. Would yow like to- leave a message?
Jamey Smithv: Yes Can yow tell her Hrat | phoned and ask her to- plhone me back?
Receptionist: Doty sihe have yowr phone nuwmber?
James Smitiv. Pwv not sure. My number (5 02 12 345 73849.
Receptionist: Conv | also- ask wirat Ut b abount?
Jamesy Smitiv: Certaindy. Iy about the new produret lannciv
Receptionist: OK. Iy there anytiving else?
Jamesy Smitivi No, that's everythving. Thank yow
Receptionist: W pass the message on Goodpye.
James Smitiv:.  Goodbye.
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On the pihone
o Coan yow think of any alternative expressions to- replace He ones uwnoderlbined below?

Receptionist: Good afternoon. ABC Company.
Jamey Smithv:.  Goodl afternoon: Thiy by Jamey Swmitiv from XYZ Corporation: Comn | speak to-Sarodn Jones

Receptionist: LW pwt yow Hroungh. Please holol
.. 20 secondy later ...
Receptionist: Pwv sorry, but there Uy no- avswer from her extersion. Would yow Uke to- leanve a message?
Jamey Smithv:. Yes Can yow tell her Hrat | phoned and ask her to- plhone me back?
Receptionist: Doty sihe hone yowwr plhone nvwmbper?
James Smitiv. Pwv not sure. My nuumber (5 02 12 345 73849.
Receptionist: Cawn | algo- ask wirat Ut W abpount?
Jamey Smitiv: Certaindy. Iy about the new produret lannciv
Receptionist: OK. Iy there anytiving else?
Jamesy Smitivi No, that's everythving. Thank yow
Receptionist: LU passy e message o Goodpye.
James Smithi  Goodbye.
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Own the phone — role playy

o Using the expressions aliready seen and discunssed, umagine wiat yow wourldd say f yow were eitiver tive
Eaciv tume the phone call by answered by tie receptionist and. tie caller wanty to- speak to- Sarai
Joney.

1. The receptionist travsfers the caller to- Sarails colleague. She says tHhot Sarade Jones (s U o meeting
all day.

2. Sovair Jones Uy off sick: She might be back tomorirows but Hie receptionist it sure.

3. Saval Jones armswers the phone.

4. The caller U cwt off wien the receptionist trovsfers i/ her to- Savaiv Jones.

o Role play the four conwersationy above withv anotirver student or your teacier.
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Objectives achiered:
o Exparsion of basic vocabulary and expressions used n professional teleplrone conversations.

e  New votabuwlary and expressions has been used. un role plays.



