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Y our company has newly merged with aforeign client and your business has gone global. Now, you will
encounter time differences as well as language barriers while talking to your clients. SinceEnglish isthe
global language of communication, you will often speak with your clients on phone in this language. At the
start, you will find it difficult to make phone calls in English. But make sure you communicate your idea
properly. In the same manner, never agree to something you do not understand. It’ s always better to prepare
for any telephonic call by learning the telephonic phrases and etiquettes.

7 Phrases To Improve Your Communication

Don't forget that language can bridge the gap as well as can be the bridge. Therefore, use it effectively to
communicate properly.

;

1. Start with an introduction

Y ou can start a telephone conversation by introducing yourself: "Hello, thisis Prerna James.” If you answer
the phone and if you don’t recognize the caller, you can say: "May | ask who's calling, please?’

2. Make arequest

When you call to talk to a particular person, you can make a polite request as, “May | speak to Mr. Singh,
please?' In case if you don’'t know the concerned person’s name and instead you have an extension number
you can say: "Could you connect meto extension number 135?" But, if you're calling with a specific
purpose, then make a statement that works the best like: "1’ m calling to make an agenda for the meeting.”
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person who is not available besides you, ask the person to wait and tell him "Connecting your cal..." or
"Please hold, I'll transfer your call...."

4. L eaving a message

When the person you are calling isn't available, be prepared to leave a message. Y ou can use your English
speaking skills and voicemail your message if it’s urgent, or can try to call after sometime. If you happen to
talk to an operator, then they will ask: "Would you like to leave a message?' Or you can say, "May | leave a
message?’ Be sure to leave your phone number if you want the person to return your call. Thisiscalled a
call back number.

5. Asking the speaker to slow down

If you are an English learner, then it might be a problem to understand each and everything during the
communication. Tell the speaker in arespectful way: "My Englishisn't very strong, could you please speak
slowly?' People will appreciate your honesty and will be happy to oblige.

However, it is very important to sound polite on the telephone. Using phrases like 'Could you', and 'Please’
while making requests is advisable and in the same way, always remember to finish a conversation with
"Thank you' and 'Goodbye'!

About Eagetutor:

eAgeTutor.com is the premieronline tutoring provider. eAge's world-class faculty and ace communication
experts from around the globe help you to improve in an al round manner. Assignments and tasks based on
awell-researched content developed by subject matter and industry experts can certainly fetch the most
desired results for improving spoken English skills. Overcoming limitationsis just a click of mouse away in
this age of effective and advance communication technology. For further information on online English
speaking course or to experience, the wonders of virtual classroom fix a demonstration session with our
tutor. Please visit www.eagetutor.com. Contact us today to know more about our spoken English program
and experience the exciting world of e learning.

-By Shailja Varma

Related topics:

1.How to learn English through listening?

2.5 Things to avoid doing at an interview

3.Basics of English Grammar

4.Do you know the difference between "Say", "Tell" and " Speak” ?

5.How to improve your grammar and comprehension for Entrance exams?

Category:Spoken English /Business English

Joomla SEF URLs by Artio



http://www.eagetutor.com/how-to-speak-english.htm
http://www.eagetutor.com/how-to-speak-english.htm
http://www.eagetutor.com/
http://www.eagetutor.com/online-spoken-english.htm
basic-listening-lessons/how-to-learn-english-through-listening
interview-english-lessions/5-things-to-avoid-doing-at-an-interview
index.php?option=com_content&view=article&id=988&catid=39&Itemid=705
index.php?option=com_content&view=article&id=992&catid=39&Itemid=705
spoken-english/how-to-improve-your-grammar-and-comprehension-for-entrance-exams
https://english.eagetutor.com/spoken-spoken-english
https://english.eagetutor.com/business-english
http://www.artio.net

