Telephone conversations

Reception
Good afternoon, Honeywell, can I help you.

Caller
I’d like to speak to …


Could you put me through to …


Extension 294 please …

Reception
Hold the line please.


One moment please


I will just transfer you now.

OR

Reception
Can I have your name please, and where are you calling from?


Is he expecting your call?


Does he know what it is concerning?

Reception 
I have got ….. on the line, do you want to speak with him?

You
Do you know what it is concerning


Yes put him through.

You
Good morning …..Name…. speaking, can I help you?


Hi ………….. how’s it going?


Hello ………. , …………… speaking what can I do for you?

You are not available

Reception
I am afraid that ……… is out of the office 
can I take a message?



the line is engaged
Do you want to try later?

Caller
Yes, can you tell him …..


Can you leave a message, and tell him that ……..


I’ll call back later.


What time is he due back back.

Answerphone

This is Honeywell, our office hours are from 9.00am to 6.00pm Monday to Friday and presently there is nobody to take your call. Please leave your name, company details, telephone number and a brief message and we will get back to you as soon as possible.

