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One of those days 

 

 



  
 

 

 

Conversation 1 

Rrrrring. 

R: Hello. 

C: Hello. Is Steve _________? 

R: I'm sorry. He's not ________ right now. 

C: What _________ will he be back? 

R: __________ five thirty. 

C: This afternoon? 

R: Yes. _________ I ask who's calling? 

C: __________ his friend, Greg. 

R: Okay. I'll tell him you __________. 

C: Thanks. 

 

Conversation 2 

Rrrrrring. 

R: Tyler __________. 

C: Is this Naomi? 

R: No, ______ is her sister, Nancy. 

C: You sure sound like Naomi. 

R: Oh. Can I _______ a message? 

C: Sure. Please tell her that Andy called. 

R: Okay. I'll __________ her the message. 

C: Thanks. 



  
 

 

R: Bye. 

 

Accepting a call 

 
… (company). Good morning. 

… (company). Good afternoon. 

… (company). How can I help you? 

… is speaking on another line. 

… isn't in (yet). 

… is away on business. 

… is on holiday (this week). 

… is out for lunch. 

I'm afraid, … is not available at the moment. 

… will be back any minute. 

 

 

hold  through take   have  leave   reply  

engaged speak to back   dialled  try   Maybe 

  

 

I'm afraid you have ________ the wrong number. 

Who would you like to _________? 

Hold the line, I'll put you _________. 

I'm sorry, but the line is ____________. 

There's no __________. 

If you_________ the line, I'll try again.  

Could you __________ again later / tomorrow? 

Can I ________ a message? 

Would you like to ________ a message for Tom Smith? 

If you give me your phone number, he will call you _________. 

Could I ________ your name, please? 

Could I help you? / _________ I can help you? 

 

Having a conversation 
… here. / … speaking. / This is … 

This is … (company), … (name) speaking. 

Sorry, I must have __________ the wrong number. 

Could I __________ Tom Smith, please? 

Am I __________ to Ms Marple? 

Could you put me ________ to the marketing department, please? 

I'm _________ about our last order. 

Could you please tell … I phoned? 

Could you ________ Ms Ling a message, please? 

Could you ________ her to call me back? 

Do you know when he will be _________? 

Will … be in the office tomorrow? 

I'll _________ again later / tomorrow. 



  
 

 

_________  you could help me? 

 

 

 

 

Solving understanding problems 

 
louder  repeat  slowly  spell   hardly  bad get  

 
My English isn't very ________. 

The line is__________. 

I can _________ hear you. 

I didn't _______ that. 

Could you speak more ________, please? 

Could you speak ________, please? 

Could you __________ that, please? 

Could you __________ that, please? 

Sorry? / Pardon? 
 



  
 

 

 


