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What Does Answering Phone Calls mean?:

Everyone should follow some etiquette while talking on phone. Although talking on phone 

seems to be very simple, but there are ways to talk smartly in English on phone. Talking on phone in English can be 
quite difficult sometimes as you are not talking with the person face to face. So you cannot interpret people’s 
expressions or gestures and understand what they are trying to say. Sometimes we feel very nervous and fear to 
answer a phone call. So it is best to prepare in advance to get rid of such complexity. You can learn some phrases 
and words that can be used while answering phone calls.

 

How to Communicate Smartly on Phone?

Tips on how to communicate on phone

Here are some tips that can guide you on how to answer phone calls smartly in English.
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1. Every phone call should be answered with a polite greeting. Always say hello when you pick up the 
phone. Greetings like Hi, how are you? Or Nice to hear from you after a long time can be used. It is 
considered very rude if a phone call is not answered with proper greetings.

2. You should always try to avoid putting someone on hold for a long time. Suppose you are not able to find 
the person with whom the caller is trying to connect, then do not put the caller on hold for more than 1 
minute. Apologize in a gentle voice for putting on hold by saying “I am sorry. Mr. Raju is not available 
right now. I will ask Mr. Raju to call you back once he is here.”

3. If you find that the caller is looking for a person who is unavailable then you can say “John is unable to 
come to the phone right now, would you like me to take a message for him?”

4. If you are making a call, do not forget to introduce yourself and your relationship with the person you’re 
looking for. Hi! I am Jenny (Vasco’s friend) Can I speak to Vasco?

5. While answering the phone if you find the caller is looking for you but the caller is not able to recognize 
your voice, always introduce yourself by saying:

This is Johnny speaking.

Speaking.

This is she.

Johnny here.

6. While answering phone, you can always request the caller to increase his voice if he is speaking very 
low, or speak slowly if he is speaking too fast. Some common phrases are:

Could you speak up a little louder, please?

Could you repeat that please?

Can you speak little slowly please?

Can you call me back please? I am unable to hear you.

 

7. While answering a call sometimes you might have to take a message for someone. Some common 
phrases are as follows:

 I am sorry Jessica is not here. Would you like to leave a message for Jessica?

He is busy right now. Can you call him a little later please?

 

8. Always end your conversation by saying Thank you.

 

 

Want to know more about “How to answer phone calls smartly in English?”Click here to schedule live online session 
with e Tutor!

About eAge Tutoring:
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eAgeTutor.com is the premier online tutoring provider.eAge’s world class faculty and ace communication experts from around the 
globe help you to improve in an all round manner. Assignments and tasks based on a well researched content developed by subject 
matter and industry experts can certainly fetch the most desired results for improving spokenEnglish skills. Overcoming 
limitations is just a click of mouse away in this age of effective and advance communication technology. For further information 
ononline English speaking course or to experience the wonders of virtual classroom fix a demonstration session with our tutor. 
Please visitwww.eagetutor.com.

Contact us today to know more about our spoken English program and experience the exciting world of e-learning.
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