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Business english telephone phrases pdf

Have you ever felt nervous about a phone call in English? Well, you're not alone! When you make a business call in a language other than your native language, it's only natural that you feel that way. There are many things you can do to overcome your nervousness and become more confident in dealing with business calls in English. Today, I'll share some tips to help you improve your English phone skills
business. You'll then learn 25 useful word hashs and expressions that you can use in your next business call. How to Improve Your Business English Phone Skills1. Plan before you call, come up with a plan of what you say. Write down the main points and sequence (order) for the title. Think of the terms and phrases you're going to use. Think about some of the possible answers you might get from the
person you're calling and how you'll respond to them.2. Focus on a busy call office where a lot of activity is happening, perhaps not the best place for you to focus on your phone call. Find a quieter place with fewer flaws where you can focus on listening, process what you hear and structure your answers.3. Speak clearly It is ok if your sentences are not all grammatically correct, or if you can't come up with
the best word to describe something. It is important to speak clearly so that the other person can take what you are saying and that it makes sense.4. Learn from mistakes After a phone call, think about things you could have done better. Maybe you could use a better word here or be properly tense there? It's okay to make mistakes. As long as you realize your mistakes, you will be able to correct them and
continue to improve! With these tips in mind, let's move on to 25 phrases and terms that you can use to deal with slightly more complex business situations. If you're looking for more basic phone phrases, start here – then go back! Having trouble with English during business video calls? What if you can speak English fluently in calls and connect comfortably with customers, colleagues and managers?
Imagine... We could look forward to these calls instead of taking care of them. What could this newly broken trust do for your career? Did you know there's a course that can help you with that? It's called Creativa. Don't miss this opportunity to improve your English and career – start with creativa today. Answering a callRequita's phone seems like a very simple task. However, it differs from responding to
calls from your friends. You will say something that is polite and gives your caller some information.1. Hello, you have reached [company name]. It's [your name] spoken. How can I help you? This is the best standard introduction to a phone call and works in almost any situation. Call forwarding Simply redirect if you receive a phone call from someone with a question or request that you can't answer or help
with, simply redirect call to the right person with the following.2. Let me pass you on to the extension [name]. If you know the number of the office extension that can help the caller, you can offer to transfer the call to that person's phone extension. Each person or department in the office usually has an internal phone line called extension.3. You want me to get you in [name]? You can use a word verb
instead of a word transfer. Through is a separable pun verb that you can use with a node as you pass through. Frasing this term as an issue and using a modal verb would give it a softening tone. Follow information In cases where you may not have the information requested by the caller, you can check and follow the information later (call back).4. I don't have that information right now. Can I call you back?
Calling someone back means a short time, usually within an hour. If you take a long time to call them back, you could say: Can I call you back + [expected time]? For example, can I call back in the afternoon/tomorrow?5. I need to know if we can do this. Let me call you back. The term has left me with a positive tone and shows that you will take over the search for information and dial back fairly quickly.6. I
don't know if we can do this, but let me check it out. Can you hold on, please? The word hold means to hold the line, not to break it. You could also say, Can you please wait? Using a question form with a modal verb, this could give a sleek tone. Thank you dialer When you return to the call after you've put the caller on hold, you could say:7. Thank you for sticking to it. Just a simple thank you for being a
caller waiting goes a long way to show your politeness.8. I'm sorry you waited. If you've kept the caller on hold for a while, a simple apology adds a polite touch. Returning to the dialer When you discussed something with your dialer, you can say:9. I'm calling to follow [the topic]. If some time has passed, you can also add some background information to refresh the caller's memory of their previous call. You
can say something similar: I'm calling to follow your question about the ship. I think you wanted to know if you can order here and have shipments weaned to Mongolia. I checked, and the good news is, we can send your order directly to Mongolia.10. Hello, this is [your name] from [company name]. I'm returning your call about [the subject]. In this situation, you missed the call while you were gone, and now
you're returning the call. You can also include a simple apology and a brief background of information that the caller may have left for you earlier. I'm returning your call about international transportation. I'm sorry I missed your call earlier. How can I help you? Sending and receiving about supplies In your company, you often have to deal with the supply of products, documents, etc. When there are delays in
deliveries, people and businesses are worried and would normally call to find out what happened.11. [the point] should be on the way to you. The modal verb should indicate that you are not very sure, but you expect the item to have been deposed and is now on its way to the caller.12. Last week we we put [the item away]. Let me check it out. Here you say you are sure that the item has been weaned, but
you will monitor the shipment and see where it is now.13. [point] should have been arrived by now, unless there was a delay. The modal verb must mean that you expect the element to arrive. Word, unless used in circumstances (cases) where something may have occurred, caused a delay. You could say something like this: The shipment should have come if there was a flood delay. Dealing with bad
connectionsBad connections are not uncommon, especially when it is international phone calls. You can ask the caller to repeat it or offer to call them later. You could say 14. I'm sorry, I can't hear you. Can you repeat that, please? You can use this line if the caller speaks quietly, if your office is too noisy, or if they are just hard to understand. The reason is not always a bad connection, but it is about not
hearing them well.15. The line's pretty bad. Can you repeat that, please? This sentence mentions a line that is a phone line or a connection.16. Can I call you back? We have mentioned this phrase before, but now you will know that it is useful in many different situations. This means that you want to end the call and try again. In a few minutes, you're going to hang up and call the person back. Giving
negative information If you receive a call with requests for a co-worker who has been away for a while, you can say:17. I'm afraid [the name] isn't in the office and he won't be back until next week. You can include some additional information about when to expect them back in the office.18. I'm sorry[ the name] is in the meeting/out of town right now. You can offer some information about where your
associate can be.19. I'm sorry, there's no one here by that name. You can say that to a caller who asks for someone who doesn't work in your office.20. Sorry, you have the wrong number. This one's simple. That's what you say when a caller calls your office's phone number by phone by phone. Explanation of information21. Can you please explain what you think? In situations where you are not sure what
the caller means, simply ask them to explain themselves. You can also expand this by sayingCan you explain what you think when you say that the headset cannot be connected to your phone?22. I'm not sure I understand. Did you think...? A good way to ask for an explanation is to summarize (shorten) what you think the caller said. The caller can then arrange or explain further if I'm not sure I understand.
Did you want us to replace the product you bought with our latest design at no cost? End of call 23. I'll be monitoring the information requested soon. If the caller requested information from you but you could not get information during the call, you can tell that phrase at the end of the conversation. That's how the caller will find out you're going to be looking for information and call it back soon.24. I will
update you on our progress. If you need to do something to help the caller, you can say that by telling them that you will be working on this issue. You'll need to contact them again by phone or email to know about your progress.25. Thank you, have a nice day! If the phone call ends and you solve it all with a dialer, you can use this simple end. And there you have, 25 phone terms that you can start using
right away for different business situations. Remember to use them with every opportunity. With these skills you will soon gain confidence in all kinds of phone situations. The phone's ringing, answer it! If you liked this post, something tells me that you will like FluentU, the best way to learn English with real-world videos. Experience the English dive online! Online!
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