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Engels HV


Telephone converstation maps - Thema Contacts

Conversation 1 

	      Student A
	Student B

	Answer the telephone. Give your company name. Ask the caller if you can help. 
	

	
	Give your name. Ask to speak to Mark Green. 

	Ask the caller to wait a moment. Mark Green will be there in a moment. 
	

	
	Thank. Say goodbye to the receptionist. 

	Say goodbye. Put through (=doorverbinden) to Mark Green.
	


Conversation 2 

	      Student A
	Student B

	Answer the telephone. Give your company name. Ask the caller if you can help.
	

	
	Give your name. Ask to speak to Diane Logan. 

	Tell the caller Ms Logan is on another line/in a meeting/out of the office. Offer to take a message. 
	

	
	Ask the person to call you back. 



