il Taking phone calls

-3 Greel customers
Good maming.
Good afternoon.
Good evening.

-3 Answer the telephone
Good moming,
Can| help you?

-3 Askwho Is calling
Who's calling?
Who's speaking?

< Take messages
Can | take a message?

—ad

= Starter

Look at May Lee, Matthicu, Isobel, and James and
name their job, Look at the picture of reception and
name four pieces of equipment.

w Listening Taking phone calls

1 Listen to the calls and tick (') the correct answers.
Call1
| Caller'smame [ MrCarl

Call 2
2 Room number []329 022

Call 3
3 Hotel

Call 4
4 Receptionist

[J Mr Phillips

[CJRio Parc  [] Rio Parthenon

[JLuke [[] James

4 Unit 1 Taking phone calls

2 Listen again and complete the sentences from the

receptionists’ dialogues. Use these words.

help Can speaking |
connect calling through
Calll
1 Good afternoon, New Palace Hotel, May Lee
R 1% .« T~ T CO——n; you?
Call2
2 One moment,and I'll ............» you.
Call 3
3 Just one moment. Who's ............ i, please?
Thank you, Mr Falgado. You're ............ % now.
Call 4
4 Yes,Sif. .cooureernsd ¢ | have your name, please?

= Language study

o

May Lee specking. How can | help you?
Can | hove your name, please?

I'd like to speak to Mrs Bader.

One moment, and I'll connect you.
Who's calling, please?

You're through now.

LS e BT

C = customer
5 =member of staff
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