Using the Telephone
Always answer the phone by saying:  “Hello?”  (we don’t say “Hi” when we answer the phone)
The caller says:  “Hi, this is _______________.” (now “Hi” is okay!)

“Could I speak to _______________, please?”

“May I please speak to _______________?”
“I’m calling for ___________.  Is she available?”
“Is ______________ there?”  (informal)
Your reply:

If the caller is asking for you, you can say:  
“This is she/he.”   OR   “This is _your name_.”  OR  “Speaking.”
If you don’t know who the caller is, you can say:   
“Who’s calling please?”  OR   “May I ask who’s calling?” (formal)
If the caller is asking for someone else, but you need to find that person, you can say:

· “Just a minute, please.”   OR    “Just a minute, let me get her.”
· “One moment, please.” (formal)
· “Would you mind holding a minute while I find her?” (very formal)
· “Hang on.  I’ll get him.” (very informal)
· “Just a sec.”  (very informal)   OR    “Just a second.”
When someone is not home or not available to come to the phone, you can say:

· “Sorry, she can’t come to the phone right now.  Can I take a message?”  

·  “I’m sorry, he can’t come to the phone right now.  Would you like to leave a message?”
· “I’m sorry, she’s busy right now.  Can she call you back later?”
· “Sorry, she’s not here right now.  Could I take a message?”
· “He’s not here.  Can you call back later?” (informal)
**Answering Machines will usually say something like this:

“Hi.  You’ve reached the Sievert’s.  We’re not able to come to the phone right now, so please leave us a message and we’ll call you back.” (beep)
You can leave a message:   “This is ______________ calling.  Please call me back when you

          


          have a minute.  (425) 705-1077.  Thanks!”
Answering the Telephone:  Practice Worksheet
1)  Someone calls your house and asks to speak to you.

You say:  ___________________________________________________
2)  Someone calls your house and asks to speak to your husband (or son, or brother, or father, etc).  He is home, but he is in the other room and you need to go get him.

You say: ____________________________________________________
___________________________________________________________
3)  Someone calls your house and asks to speak to your husband (or son, or brother, or father, etc).  He is not home, so you’d like to take a message.

You say: ____________________________________________________
___________________________________________________________

Calling on the Telephone:
1)  Call your teacher’s house and ask to speak to her:

You say: ____________________________________________________

2)  You call your friend Jennifer, but her sister answers and tells you Jennifer is sleeping right now:

You say:______________________________________________________

Jennifer’s sister says:___________________________________________

You say: ______________________________________________________

If a solicitor calls and wants to sell you a new TV service:
You say :_____________________________________________________
Sample Conversations:

Conversation 1:

Hello?

Hi.  This is Jenny.

Oh, hi Jenny.  How’re you doing?

Fine, thanks.  I’ve been really busy, but it’s all good.

I’m glad to hear it.  Would you like to speak to Mike?

Yes, I would.

OK. Just a second, I’ll get him.  (pause)  Jenny?

Yes?

He just got in the shower.  Can he call you back in about 20 minutes?

Sure, no problem.  It was nice talking to you.  

Nice talking to you, too.  Bye.

Bye.  

Conversation 2:

Hello?

Hi. Is Jackie there?

Yes, just a second.  I’ll get her.  May I tell her who’s calling?

This is John.  I’m in her chemistry class.

OK.  Just a minute.  Let me find her. (pause) Ummm… I’m sorry but she must have gone out.  Could I take a message for her?

No, I’ll just call back later.

OK. I’ll let her know you called.

Thanks.  Bye.

Bye.

