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Business communication, Exercise 3C, Option 2
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Partner A


Your telephone rings at work and you answer in Dutch in the normal way.


Switch to English, introduce yourself with your full name and ask politely �how you can help the caller.


The line is bad so you ask the caller to repeat his/her name.


You still can’t hear the name so ask the caller to spell his/her surname.


The person in question is out of the office. Ask if the caller would like �to leave a message.


Promise to pass on the message. Ask if there is anything else you can do.


Finish the conversation politely.
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Partner B: English-speaking caller (Don/Debbie Gibson)


Call Mrs Annette Huisman’s office phone number and ask if the secretary speaks English.


Ask politely to speak to Mrs Annette Huisman in the purchasing department.


Do what the person asks you to do.


Do what the person asks you to do again.


Leave a message for Mrs Annette Huisman to call you back as soon �as possible.


Reply to the secretary’s question.


Finish the conversation politely.
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