Receptionist: Janson Wine Importers. Good Morning. How can I help you?
Caller: Could I speak to Mr Adams, please?

Receptionist: Who's calling please?
Caller: This is Anna Beare.

Receptionist: Sorry, I didn't catch your name.
Caller: Anna Beare. That's BE ARE

Receptionist: Thank you. And where are you calling from?
Caller: Sun Soaked Vineyards

Receptionist: OK Ms Beare. I'll try and put you through. ... I'm sorry but the line's busy. Would you like to hold?
Caller: Could I leave a message?

Receptionist: Certainly.
Caller: Could you tell Mr Adams that our shipment will be postponed and that the 200 cases ordered should arrive
next Monday.

Receptionist: Shipment delayed ... arriving next Monday.
Caller: Yes, and could you ask him to call me back when the shipment arrives?

Receptionist: Certainly. Could you give me your number please?
Caller: Yes, it's 503-589-9087

Receptionist: That's 503-589-9087
Caller: Yes, that's right. Thanks for your help. Goodbye

Receptionist: Goodbye.

Useful Phrases to catch a person's name
Can I speak to ..., please? to be busy / to be engaged
I’'m afraid he’s in a meeting to hold the line
Can I help? to leave a message
Can you call back later? shipment

to postpone

Can I take a message?
Could you tell him that... to be delayed
Can I take your number, please? to call someone back

OK, I’ll make sure he gets the message

EXI.
Q: Who would the caller like to speak to?

The receptionist
('5

(-s

Anna Beare

Mr Adams

Q: Which company does the caller represent?

Jason Wine Importers

® Sun Soaked Vineyards

Beare consulting



Q: Is the caller able to complete her task?

Yes, she speaks with Mr Adams.

® No, she hangs up.

o No, but she leaves a message.

Q: Which information does the caller wish to leave?

o That they haven't received their shipment yet.

® That there is a short delay in the shipment.

o That the wine was of poor quality.

Ex2

Claire: Hello, finance department.

Jennifer: Hello, ......................... Adrian Hopwood, please?

Claire: I'm afraid he’s in a meeting at the moment. ................. help?

Jennifer: No, I need to talk to Mr Hopwood, I think. What time will he be out of the
meeting?

Claire: In about an hour. Can ........................ later?

Jennifer: Okay, I’ll do that.

Claire: Or ....oovviiiiiiiieeenn, message?

Jennifer: Actually, would you mind? ...............coooiiiiiiiiinn.. that Jennifer McAndrews
called and that I'm in the office all day ifhe could call ...................

Claire: Can T ..., , please?

Jennifer: Yes, it’s 5556872

Claire: 5556872. Okay, ’'ll make sure ............cccovviiiiiiiiiiiiiiinninnin
Jennifer: Thanks very much for your help, bye!

Claire: Goodbye!

EX3

1. He’s not in his office at the moment,

/ can / your / message / I/ a/ please

2. She’ll be back in the office this afternoon,

?take

?ater / call / can / back / you / soon / message

3. Can I speak to June Wilkinson please?

.meeting / afraid / I’'m / she’s/a/in/at/on

4. Could you ask him to ring me back please? My number is 020 7558 4567. ,

OK / gets / he / the / an / on

.message / I’ll / sure / make /



