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Continue the Business English telephone conversations from the useful phrases Work through the sentences below, each time continuing from that point until the very end of the telephone conversation. Repeat with a different conversation with the same starter if you can, then do the same with different starters. Can I speak to Mr Snow? Can I speak to someone from your marketing department? My name is… I sent you an email last week about… Can you talk? Is that Steven? Thank you for your email earlier. She’s away from her desk. Can I take a message? Can you call again later? Can I call you back in twenty minutes? Do you have the document in front of you? I’ve been trying to phone her all day but I can never get through. Actually, I really need to speak to him in person quite urgently. What’s the best way of contacting you? I can’t hear you very well. Can I just check whether he has your phone number or not? I know you’re very busy, so I’ll let you get on. Ask your teacher about any you had problems with.
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Business English- Phone Conversation Completion - Using English






Can I speak to someone from your marketing department? My name isâ€¦ I sent you an email last week aboutâ€¦ Can you talk? ... I've been trying to phone her all day but I can never get through. Actually ... What's the best way of contacting you? 
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... you have everything you need on the table in front of you, e.g. laptop with ... If you might have to wait to speak to them and might get nervous while you are ...
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gon), information about that company and/ or job, useful phrases for pausing etc, or a ... Decide if you will use your phone's conference call function or not.
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It was great/ nice/ a pleasure to (finally) meet you at the conference last week. Thanks for ... Thanks/ Thank you for your letter/ email/ fax/ phone call last week.
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line, Skype or mobile). Confirm your ... If using Skype or a teleconferencing system, confirm how to make the connection, e.g. what their ... be best for me, if that is okay with you. ... â€œThat's also a fax number, so please use my mobile number if
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You will develop your vocabulary skills by guessing meaning from context, understanding subtleties in language,. collocation, and multi-word verbs. Page 2 of 4 ...














[image: alt]





Business English Telephone Language- The Same or ... - Using English 

Postal address/ Email address. Actions. Call someone/ Phone someone/ Ring someone / Telephone someone. Call someone again/ Call someone back.
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truth or not. This week. Cleared your inbox/ email inbox. Been shouted at ... Brought your children into the office. Bought something because of a TV ad you saw.
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If they are phoning you, answer the phone in a business-like but friendly manner, in- cluding your name .... When might be a good time?â€� -. If you get ... If you can't get through for more than about twenty minutes, you could try email- ing them as
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Game 1: Key Words in Business Writing- Word Formation Card Game .... Due to the number of enquiries about last year's special edition, we have decided to.
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Speaking about the possibilities in pairs and/ or writing your own answers, think about all of the questions ... How is the interviewer likely to start the interview?
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Call someone/ Phone someone/ Ring someone / Telephone someone. Call someone again/ ... Would you like his mobile phone number? He is on another ...
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This is not a precise analogy butâ€¦ â€¢ I would defineâ€¦. asâ€¦./ I am usingâ€¦ to meanâ€¦ â€¢ â€¦ is usually defined asâ€¦ â€¢ In other words,â€¦/ i.e./ To put it another way,â€¦
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Emailing Roleplays 2 - Using English 

Roleplay email exchanges from below, saying exactly what you would write in your email. Continue each ... My name isâ€¦ and I work forâ€¦ I was given your ...
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I believe I am a good candidate for this job becauseâ€¦ ... I have (good) knowledge ofâ€¦ ... with, e.g. â€œI have a lot of experience of reading English emailsâ€�. Do the ...
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Email- Determiners Pairwork - Using English 

If you need ______ further information about this matter, please feel free to contact me. If you need ... It was great nice to meet you at ______ conference last week. Can you get back ... Thanks for ______ letter/ email/ fax/ phone call last week.
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An administrative system (e.g. finding school places for first year primary students). Applying for something ... Driving or riding something. Entering a competition.
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Email- Paragraphing Mistakes - Using English 

Thank you for your email asking for information about our summer courses. .... Define a good and bad use of paragraphs in emails using the table below. Good.
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Email Determiners Pairwork Practice Student A. Choose one of the determiners below and read out examples, starting with the most difficult ... All ______ best.
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You are giving instructions to builders. You are using a laser ... An architect/ architectural engineer/ project manager/ site manager does this. You need to use ...
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The leading web search engines have spent a decade building highly specialized ..... This yields the optimization problem from step (3) of Figure 2. Qin et al.
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BUSINESS ENGLISH GAMES. Get your game on with these fun games on Business English! Click the images below to play our other Business English games.
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