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Hi, everyone! 
 
I'm Georgiana, founder of SpeakEnglishPodcast.com. 
My mission is to help YOU to speak English fluently and 
confidently. 
 
In today's episode: 
 
• I'll be teaching you how to speak over the phone in English. 
• Later, you'll practice your English grammar and vocabulary with a 

point of view story. 
 
First of all, I'd like to thank you for all your positive reviews on iTunes, 
YouTube, Facebook, etc.! Every time you leave a review you're helping 
more people learn about the program. If you haven't already posted a 
review, just write your honest opinion. 
 
Awesome! Let's get started! 
 
 
Speaking English can be very intimidating for many students. However, 
talking on the phone in English may be even harder. 
 
Picture this. It's your first day of work, and you need to answer the 
phone and talk to clients in English.  If you have no previous experience, 
this can be a big challenge for you! 
 
And that's why I've decided to show you how to pick up the phone at 
work and to place a call without any difficulty! 
 
How to PICK UP THE PHONE? 
 
I'll start by teaching you some useful questions that you can ask when 
you answer the phone at work. 
 

1. Start by saying hello! 
 
Let's see some examples: 
In the following examples "Language Learning" is the name of the 
company Jessy works for. 
 

"Good morning! Language Learning, Jessy speaking. How may I 
help you?" 
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" Language Learning, this is Jessy speaking." 
 

Or you could simply say: 
 
" Language Learning, Jessy speaking." 

 
2. Asking for information: 
 

After you say hello it's time to ask some questions: 
 

"Could I ask who's calling, please?" 
 

     "Could I ask what company you're with?" 
 
"Could you give me your mobile/cell phone number, please?" 
 
 
3. Transferring a call: 

 
If you're transferring a call, inform the caller that you are doing so, so 
that they don't think that the line was disconnected. Use these phrases 
when you transfer a call: 

 
The following sentences are formal: 
 

"Could you hold on a moment, please?" 
"Just a moment, please." 
"Hold the line, please." 
"I’ll just put you through." 

 
If you already know the person, then you can be more informal 
using the following examples:  
 

"Hold on a minute." 
"Just a minute." 
"Just a moment." 
"Wait a moment please." 
 
 

4. Take a message: 
 
But what happens when the caller wants to speak to someone who's 
unavailable? Well, you'll have to take a message. Here are some 
questions that you could ask: 
 

"I'm sorry, she's not here today. Can I take a message? 
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"I'm afraid he's not available at the moment. Can I take a 
message?" 

 
When you're taking a message, you'll need to write down who's calling. 
Just use this simple and straightforward question: 
 
         "Could I ask who's calling, please?" 
 
If you have to write down names, it's best to ask people to spell words 
out for you.  Just use one of these phrases: 
 

"Could you spell that for me, please?" 
 
"How do you spell that, please?" 

 
Just to make sure that you've written down their name correctly ask this 
question:  

 
"Let me see if I got that right." 
 

After you got the caller's message and their name, you can use these 
phrases: 
 

"I'll give him your message as soon as he gets back." 
 

          "I'll ask him to call you as soon as he gets back." 
 
 
Now it's time to learn HOW TO MAKE A CALL: 
 

1. Start by introducing yourself: 
For example, if you work for a company called Speak English Now and 
your name is Mary, you could start by introducing yourself like this: 
 

"Hello, this is Mary Jones from Speak English Now speaking. 
 
 Or just say: 
 
"Hi, it's Mary Jones from Speak English Now." 
 

 
2. Asking for somebody: 

When you ask for somebody and you want to be very formal you can 
use this first question:  

"May I please speak to Mr. Jason Smith?" 
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The next question is still formal but more straightforward:  

"May I speak to Jason Smith?" 
And when you're sure the person is available to talk to you just say 
something like this: 

"I'd like to speak to Jason Smith, please." 
 

3. Let them know why are you calling? 

When you call you need to let them know why are you calling. Start by 
saying that you're calling to discuss or ask about something or to 
clarify any concerns.   

 
Examples: 

"I'm calling to ask about your business proposal." 
"I'm calling to discuss our agreement." 
"I'm calling to clarify your possible concerns." 
 

 
4. Leaving messages: 

 
On the other hand, if you call and the person you want to speak to isn't 
available, just leave a message. Here's what you could say: 
 

"Could you please take a message? Please tell him that Mary from 
Speak English Now called." 

 
"I'd like to leave her a message. Please let her know that 
tomorrow's meeting is canceled." 

 
However, if you don't want to leave a message, you could ask when 
would be a good time to call again: 
 

"When is a good time to call?" 
 

           "When is she going to be back?" 
           
           "When is he going to be available?" 
 
 

5. Ask when you don't understand: 
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And whenever you don't understand something, it's best to ask. The 
information may be important, so just ask them to repeat it for you: 
 

"I'm sorry, I didn't catch your last name." 
 
 

6. How to say NO: 
 
Sometimes you can't help the other person, and it's not always easy to 
say no. Try to use one of these two phrases: 
 

"I'm afraid I can't give you that information." 
 
"Sorry, but I'm not allowed to give details about that." 

 
 

7. How to end the call: 
 
When you need to finish the conversation make sure you thank the 
other person for calling. Use one of these phrases: 
 

"Thanks for calling." 
 
"Thank you for your time." 

 
 

POV Story 📖 
(Practice your Grammar) 

 
And now let's continue with the point of view story.  
This kind of story will help you to improve your English grammar.  
It's very simple. I tell you the same story more than once. Every time I 
change a grammatical aspect. So, you can see how grammar changes 
and you can compare. You just have to listen. J 
 
Ok! Let's get started! 
 
 

Hi! I'm Mary, and I just started working for a new company. Today 
was my first day, and I was anxious because had to pick up the 
phone and make calls in English. 
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The first time I've picked up the phone I've been way too nervous 
and abrupt. I just asked the caller: "Who's calling?" 
 
The caller demanded to speak to my boss. Therefore, I tried to put 
him through. Unfortunately, I forgot to tell him to hold on the 
line, so the man on the other line got the impression that the call 
was disconnected and he just hung up. 
 
After this first call, my supervisor realized that I needed training. 
He then explained how to make a call. I'll have to start by 
introducing myself and giving my company name. If the caller 
isn't available, I'll have to call back later.  
 
Once the supervisor had finished explaining to me how to make a 
call, he asked me to place a call in English. So, I began by 
introducing myself and then asked if I could talk to Mrs. Smith. 
The secretary said that her boss had gone out for lunch, so I called 
back in a few hours. 
 
After hanging up the phone, I felt a little more comfortable and 
very proud of myself. At that moment, I hoped to become the 
company's best secretary. 

 
Now I'll tell you the story in Past Tense, in the third person. 
 

 
Mary started working for a new company. The first day she was 
anxious because she'd have to pick up the phone and make calls 
in English. 
 
When she picked up the phone for the first time, she was too 
nervous and abrupt. She just asked: "Who's calling?"  
 
The caller demanded to speak to her boss. Therefore, Mary tried to 
put him through. Unfortunately, she forgot to tell him to hold on 
the line, so the man on the other line got the impression that the 
call was disconnected and he just hung up. 
 
After this first call, Mary's supervisor realized that she needed 
training. He then explained how to make a call. She'll have to 
start by introducing herself and giving her company name. If the 
caller isn't available, she'll have to call back later. 
 
Once the supervisor had finished explaining to Mary how to make 
a call, he asked her to place a call in English. So, she began by 
introducing herself and then asked if she could talk to Mrs. Smith. 
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The secretary said that her boss had gone out for lunch, so Mary 
called back in a few hours. 
 
After hanging up the phone, Mary felt a little more at ease and 
very proud of herself. At that moment, she already knew that 
she'd become the best secretary in the company. 
 
And just like Mary had predicted, she was soon promoted and 
named the employee of the month. 

 
 
Well, this is the end of this interesting story. I very much hope you 
enjoyed it. 
 
Now imagine a whole story told this way. Instead of having to memorize 
boring grammar rules you can use this method to learn grammar. It's 
more enjoyable but also more effective. 
 
 

Learn more about this method. Take action now!  
 
         Join the 5-Day Video Course for free: 
 
go to: Method.SpeakEnglishPodcast.com 
 
And start speaking English fluently once and for all! 

 
 
 
I'll be posting a new episode next week!    
 
Bye! Bye! 
 

 

  Georgiana 

founder of SpeakEnglishPod.com 


