
 Expressions conversa telefònica internacional

Actions:

Pick up (take)

Put down (finish a telephone call)

Hold on (wait)

Hang up (finish a telephone call)

Dial / redial (call)

 Asking for repetition:

Sorry, I didn’t catch your name / your number…

Sorry, could you repeat your name / number / etc.

Sorry, I didn’t hear that.

Sorry, I didn’t understand/get that.

Could you spell that?

Acknowledging repetition:

Ok, I’ve got that.

(Ms. Ventura.) I understand.

I see, thank you.

Saying someone is not available:

I’m sorry, he/she is not available (right now).

Sorry, he/she’s away for the week.

Sorry, he/she’s not in.

I’m afraid he/she’s in a meeting (at the moment).

He/she’s in Paris. He/she won’t be back until Monday.

Taking messages:

Can I take a message?

Would you like to leave a message?



If you give me your number I’ll ask him/her to call you later.

Shall I ask him/her to call you back?

Offering to help in other ways:

Can anyone else help you?

Can I help you perhaps?

Would you like to speak to his/her assistant?

 Spelling:

Be careful of the pronunciation of the letters A, E and I

How do you spell your name and address?

How do you give your phone number?

 Modals Verbs:

We can use shall + infinitive to offer help and to make suggestions

 Offering help:

Shall I take a message?

Shall I ask him to call you back?

 Making suggestions:

Shall we meet next week, then?

Shall we set up another appointment?

Note that we can only use Shall I …? and Shall we …? in this way. (*Shall he, *shall you, *shall 
they would not be 
possible.)

Other ways of offering help or making suggestions

There are other phrases we can use in English to make suggestions:

Would you like me to ask him/her to call you back?

Why don’t I ask him/her to call you back?

What if I ask him/her to call you back?

Can I get him/her to call you back?



What can I do for you?

Can I put you through to his/her assistant?

We use can, could, will, and would to ask people to do things:

Can you give him a message for me?

Could you give him a message for me?

Will you give him a message for me?

Would you give him a message for me?

Note that can and will are more direct than could and would.

We use can, could and may to ask for permission:

Can I leave a message? (= ‘is it possible’)

Could I leave a message? (= ‘would it be possible’)

May I leave a message? (= ‘do you give me permission’)

 Answering the phone:

Good morning/ afternoon/ evening, Jackson Enterprises, Sally Jones speaking.

This is ... speaking

How can I help you?

Could you speak up, please?

Who's speaking, please?

Am I speaking to ...?

Could you spell that please?

Who would you like to talk to sir/ madam?

One moment please, I'll see if Mr Jones is available.

 Asking for someone:

I'd like to speak to ...

Could I speak to someone who ...

Could you put me through to Mr Jones, please?



 Problems:

I'm sorry, I don't understand.

I cannot hear you very well.

You must have dialled the wrong number.

I've tried to get through several times, but it's always engaged.
 
 Putting someone through:

I'll put you through to ...

I'll connect you to...

I'll put ... on the line

I'm sorry, there's no reply from Mr Jones

Putting someone on hold:

Just a moment, please.

Hold on, please.

Hold the line, please.

 Asking someone to call back:

Thank you for waiting. I'm afraid Mr Jones is not in at the moment

I'm sorry, Mr Jones is in a meeting

Can/ Could you call back later in the day?

 Taking a message:

Can I take a message?

Would you like to leave a message?

Can I give him/her a message?

I'll tell Mr Jones that you called

I'll make sure Mr Jones rings you as soon as possible.

At what number can you be reached?


