Communication : phone calls
Task 1  - Work with a partner. Look at those signs. Where would you see them ? 
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Task 2 – Listen to the following conversation with the present continuous form of the verbs in the list. Then listen again and check your answers. 
Have – accept – try – speak – work 
A : Who ….......... I …........................... to ? 
B : Sorry, this is Nadira. I …..........  …........................... to access the customer fils but the computer …..........  …...........................  my password. 
A : There is a problem with the server. 
B : …..........  somebody  …........................... on it at the moment ? 
A : Yes, I am but it's not easy because I am on my own here. Everybody else …..........  …...........................  lunch. 
Task 3 – Match sentences 1-5 with responses a-e. Then listen to the conversation and check your answers. 
1. Is Mrs Ackers here, please ? 

….......... 
2. Who is calling please ? 


….......... 
3. What can I do for you ? 


….......... 
4. Can I call you back tomorrow ? 
 
….......... 
5. Thanks for calling. 



…..........

a. This is Simon Ilago from AOS. 
b. I'm calling about a special price on our printers. 
c. Speaking. 
d. You're welcome. Goodbye. 
e. Sorry, but I'm out of the office tomorrow. 
Task 4 – Work with a partner. Make five questions using the words in the table then find suitable responses and practise the conversation.
	Could
	I 
you 
	speak
	your manager to call me back ?

	
	
	leave
	me what it is about ?

	
	
	have
	your name, please ?

	
	
	Ask 
	to Leo Keliher, please ?

	
	
	Tell 
	a message ? 


Task 5 – 
	Circle in ...
	The key expressions to ...

	Red
	Identify the people on the phone

	Black
	Give a reason for calling

	Blue 
	Say the person is / is not free 

	Green
	Leave a message 


I'm afraid, but Mr X is out of the office today

I am calling about ...
Could I have your name, please ?  


Can I take a message ? 
Can you ask Mr X to call me back ?   

I'm phoning to … 
Is Mrs Y here, please ?  



Mr T speaking .
Can I leave a message for him ? 


This is Mrs R.

