TELEPHONE ENGLISH
Putting someone through
Three people are calling the company Micah Information Systems. Listen to the three dialogues and complete the table.
	
	CALL 1
	CALL 2
	CALL 3

	Who’s calling?

	
	
	

	Who does he/she want to speak to?
	
	
	

	Does he get through? If not, why not?
	
	
	

	What will happen next?

	
	
	



Listen again and complete the sentences from the dialogues.
1. Micah Information Systems. Sylvia __________________.
2. I’ll _____________ Mr Seide you ____________________.
3. It’s Karen Miller__________________.
4. I actually ___________________ to speak to Maria.
5. Just ______________ on a moment while I make the __________________.
6. I’m _____________ Maria’s line is ___________________.
7. I’ll try ________________ later.
8. Let me just _____________ a pen.
9. Nice to _____________ from you.
10. I’m actually talking to someone on the other _______________.

Match the halves to make questions from the dialogues.
1. 
2. Could I speak
3. Can I take
4. Could you ask
5. Could you tell me
6. Does Mr Seide
7. Is she there
8. Shall I put you
9. Can I just
10. Can I call you
11. Have you got


a) my mobile number?
b) through to her?
c) have your number?
d) back in ten minutes?
e) your name again?
f) a message?
g) ask what it’s about?
h) at the moment?
i) to Jörg Seide, please?
j) him to call me back?



Making appointments
Simon Mellor works at London Bank in Frankfurt. Look at his diary for next week, then listen and write in the appointment that he makes.
	Monday


	Tuesday

9-5 KPMG meeting

	Wednesday 


	Thursday

4pm telephone conference with US office

	Friday


	Saturday


	Sunday




Listen again and complete the phrases below.
Suggesting a meeting or an appointment
I was _____________ if you might have time to meet me while I’m in town.

Asking about or suggesting a time to meet
When would __________ you?
We ________ __________ in the evening.
_________ _________ Wednesday morning?
_________ we say 10 o’clock in my office?

Saying if a time is convenient or not
I __________ be free on Tuesday morning.
Tuesday’s _________ _______ ________, I’m afraid.
I’m ________ up all day.
Sorry, I’m booked ________ that evening.
That ________ ______ good for me.
Yes, that ____________ good.

Confirming an arrangement
I’ll ___________ you ______ Wednesday.

Role-play
Use the phrases from the listening exercise to practise this dialogue with a partner:
A: Answer the phone
B: Suggest a meeting and a time to meet.
A: The time is inconvenient. Suggest another time.
B: The time is inconvenient. Suggest another time.
A: Agree. Suggest a place to meet.
B: Agree and confirm the details.
A: End the conversation.


Changing appointments
It’s now Monday morning and Alexa is calling Simon’s personal assistant, Thorsten Hofmeister. Tick the sentences you hear.
a) I’m afraid something has come up.
b) I’m afraid I have to reschedule our appointment.
c) One of my clients has cancelled our appointment.
d) One of my clients has brought forward our appointment.
e) So I wanted to ask Simon if we could meet a bit earlier.
f) So I wanted to ask Simon if we could postpone our meeting.
g) Just let me know if there are any more changes.
h) Just give me a call if there are any more changes.
Listen again and complete Thorsten’s message for Simon.
	TELEPHONE MESSAGE

Simon – 






It is now 8.50 am on Tuesday morning and Alexa is calling Simon again. Listen to the conversation. Why is Alexa calling?
Put the words in the phrases below in the correct order to make phrases from the dialogue.
1. still I’m for the actually train waiting.
2. breaking, you’re up a little Sorry.
3. that part didn’t last I catch.
4. I should by latest be there at the 9.15.
5. you call more if I’ll there any are delays again.
Role-play
Student B telephone student A to change the appointment you made in the previous role-play.
