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. When placing a call...
. B dentify yoursell. (‘Hello, this is Amit
. Goyal from Transorl omce ")

Telephone guelte Skills

Telephone manners are. very impor-

“tant. Your volce over the phone is
olten the first or only impression a per-
son recelves of you and of the organi-
sation that yo‘u represenl'.

| l(‘l(‘phone Talking ’l ips;:

®m Speak slowly and clearly into the.

mouthpiece. Do not chew gum eal, or

crink while talking.
m et your voice. communicate lhar

you are intérested. in the caller. Be.
friendly, but do not wasle time.

B Get 1o the point of the call. Be a
-good listener and pay attention to the
person on the other end of the line.

B Turn off background noise such as
the radio or television. Remain calm

“during theconversation, -even if the

person on the other end Is not.

R End the conversation wilh a courle-
ous comment such as “Thank you' or
Good-bye." Then replace lhe receiver

“sollly. |
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R you have several items 1o clis-,
- cuss, make a list beforehand. so that

you do not forget anything. Have all
ne(‘essary Information near you.
® If ‘the ‘person you are calling

sounds busy, ask if you can call back

at a more convenient time. .
® Il you want your call returned, give

your name, your telephone number,

and a time- when you can
‘reached. S
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thn answering a call..
® Try to answer the lelepl one: by lhé,
second or third ring. :
® - Identify yourself and the organisa-
tion that you represent.
- ® - If the call needs 10 be transferred
" politely ask who is calling and do not
j leave the caller on hold for long. L
m ‘Keep nole-taking materials near .
“your telephone. If you need to take a -
‘message, be complete and a(‘curale

- writing Telephone Messages:

K Telephone messages in the workplace:

! must be taken carefully and delivered
promplly Double-check the’ numbers

and spellings . with the caller and use
,the 5 W's as a checklist. - N
.r B . What is the message and when
“was it taken?

B Who is the message from and for?
. @ When is the meeling or appoint-
ment mentioned in the message?

B Where is the receiver of the mes- -
sage to go or call hack?

N . Why is the message lmporlant-
whal is the purpose?

Aner you have taken the message
dehver if promplly. You may [ill out a
standard message form by hand or use
e—marl depending on the- srlualion '



