
Worksheet: You CAN answer the phone in
English.
Congratulations on taking the next step towards making these expressions part of
your Real-Life English. Are you ready to test yourself and see what you remember?

I use my background as a Neurolanguage coach to create these for you--so that you
can spend a short amount of time reviewing, but remember much more easily than
with the video alone.

If you like, you can check out the video and blog post here.

TEST YOURSELF #1: What will YOU say when you answer
the phone?

Look at the models below and check✔ the one you think fits you
best.  (After, you’ll create your own greeting.)
__ “Good morning (afternoon), this is Kevin.” This is the least formal option. Note
that it doesn’t mention your company name. If you can see the caller ID and know
the person calling, this can be a good option.

__ “Good morning (afternoon), this is Kevin Liu.” Use this in a slightly more formal
situation.  Especially if you might not address the person calling by their first name.

__ “Good morning (afternoon), this is Kevin at Supercorp.” Use this when you’re
the first person in your company to answer the phone--so that the caller knows
they’ve reached the right company. Also, some companies prefer that their
employees identify the name of the company.

__ “Good morning (afternoon), this is Kevin Liu at Supercorp.” A slightly more
formal version of the option above.

__ “Good morning (afternoon), this is Kevin Liu at Supercorp. How can I help
you?” Adding “how can I help you?” to any of the greetings above lets the caller
know you’re there to help.
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Worksheet: You CAN answer the phone in
English.
Now fill in the first thing you’ll say when you answer the phone.

“Good morning (afternoon), this is _________________
(your first and possibly also your last name)

from_________________________.
(Say your company name or department name if you think it’s appropriate).

How can I help you?”
(Use this if you think the person calling has a request or a question).

TEST YOURSELF #2: When to use these key phrases.

Match the phrase you can use on the phone with the situation.

1. “Sorry, I didn’t get
your name--could you
repeat that?”

2. “So just to make sure
I’ve got all the
details….”

3. “Which department
did you say you were
calling from?”

4. “I’d like to look into
that and get back to
you. Would it be
possible for me to call

a. Ask this to find out what department the
person is calling from--you can use it if they
told you and you didn’t hear (or didn’t have
time to write it down). It’s also a polite way to
prompt someone to share this information as
well.

b. You didn’t hear someone’s name (or they
didn’t say and now you're asking politely).

c. Use this if you can’t provide the answer, service
or information the person on the phone needs
right away.

d. Say this and then rephrase what the person
has said--to make sure you understand and
allow them to clarify.
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Worksheet: You CAN answer the phone in
English.

you back this
afternoon?”

Do you need help with YOUR Business English?
I designed these activities to help you test yourself and build confidence on your
own--but for your specific situation, you might need more personalized attention.

If you want to see how individual coaching can help your Business English book an
informational appointment with me here.

Corrections

Test Yourself #1
Your answer will depend on your situation.  Just be sure to practice your greeting
until you’re confident answering the phone.

Test yourself #2
1. “Sorry, I didn’t get your name--could you repeat that?”: (b)  You didn’t hear

someone’s name (or they didn’t say and now you're asking politely).
2. “So just to make sure I’ve got all the details….” (d) Say this and then

rephrase what the person has said--to make sure you understand and allow
them to clarify.
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Worksheet: You CAN answer the phone in
English.

3. “Which department did you say you were calling from?” (a) to earn money
for the value of your work and contribution--and not for being in a company
for a long time, because of your age, race, gender…or where you live…

4. “I’d like to look into that and get back to you. Would it be possible for me
to call you back this afternoon?” (c) Use this if you can’t provide the answer,
service or information the person on the phone needs right away.
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