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INVESTICE DO ROZVOJE VZDELAVANI



TELEPHONE CALLS




INTRODUCING

Hello, John Smith 1s speaking.
Hello, this 1s John Smith.

Good afternoon, Electron Importers. Can
I help you®.



N @l

Hello, this is Jan Novak from Luxiphon.
I'd like to speak with John Smith, please.

I'd like to speak with someone in the
Accounts Department, please.

Could I speak to the manager,please?

Could you put me trough to Mr john Smith,
please?

I'm calling about........

I'm returning his calling.......
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Just a moment, please.

Do you mind waiting a moment? This line
1s busy.

Can you hold on please?

I "1l put you through to Mr Smith.

I'm afraid he’s not available.

I'm sorry but he’'s in a meeting.

I'm afraid he’s out of the office.



LEAVING A MESSAGE

When will he be available?

I'll try again later.

Could I leave a message, please?

Would you like to leave a message?

Could you ask him to call me back, please?
Could he phone me as soon as
possible,please? It's urgent.

I'll give him the message as soon as he gets
back.

I'll tell him as soon as he returns. Could I
have your name and number?



MISUNDERSTANDING
ASSURANCE

Who's speaking, please?

I'm sorry I didn’t catch your name.
Could you spell that, please?
Could you repeat that, please?
Could I check that, please?

Could you speak a little slower, please,
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Could we meet next Wednesday at 3 o' clock?
Are you free on Tuesday?

Would Thursday morning suit you?

How about tomorrow lunchtime?

I'm afraid I can’t make our appointment on
Monday.

I'm afraid I need to cancel our appointment
for next Friday at 2 pm.

Could we make a new appointment?
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I'm afraid I can’t talk right now. Could I
call you straight back?

Thanks for calling. Goodbye.

Thanks for your help. Goodbye



RECORDER

Hello,you have called Panorama Ltd.

Thank you for calling Panorama Ltd.
Unfortunately, our office is closed at the
moment.

Please, leave your name and phone number
and we’ll call you back as soon as possible.
Please speak after the tone.

I'm not in at the moment, but I'll call you
back when I return.

Your call is in a queue. Please hold until one
of our agents is free.

Thank you for calling.



LEAVING A MESSAGE

Hello, this 1s Jan Novak, telephone
number 775 842 651

I'd like to leave a message for John Smith.
Could you, please, call me back as soon
as possible/ some time today?

It"s urgent.

Thank you. Goodbye.
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