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2. TELEPHONING

to dial a number - wytocit ¢islo

to be listed - byt uveden

to look up - vyhledat
telephone directory - telefonni seznam
to speak up - mluvit nahlas

- zvednout sluchatko
- vhodit penize

- dovolat se komu

- byt obsazen

- hlasova schranka

to answer the phone
to insert money

to get through to sb
to be engaged
voicemail

to leave a message - zanechat vzkaz
to take a message
to ring sb (up)

to ring sb back

to be cut off

to replace/hang up
to mishear

to overhear

- vzkazat

- zavolat nékomu
- zavolat nazpét

- byt prerusen

- zavésit

- preslechnout se
- zaslechnout

reverse charge call/collect call

Jane Smith speaking./It"s Jane Smith here.
Nice to hear from you.

Nice/Good to have talked to you.

Hold on/Hold the line, please.

I"m calling about ...

The line is busy/engaged.

1. To write or to telephone?

to identify oneself - predstavit se

ringing tone - vyzvanéci ton
pay/public phone - verejny telefon
phone card - telefonni karta
local call - mistni hovor
long-distance call - meziméstsky hovor
code - sméroveé Cislo
answering machine - telefonni zaznamnik
operator - operator
switchboard - telefonni ustredna
extension - telefonni klapka

to be through
to connect sb
to put sb through

- byt spojen
- spojit nékoho
- prepojit nékoho

on the phone - po telefonu

to mix up/mistake - splést si

to bear with sb - mit strpeni s kym
patience - strpeni

- hovor na ucet volaného

- U telefonu Jane Smith.

- Rad/a/ té slysim.

- Rada/a/ jsem té slysel/a/.
- Nezavésuijte, prosim.

- Volam ohledné ...

- Linka je obsazena.

2. The advantages and disadvantages of having a phone.
3. Mobile phones - a must, a friend, a toy, a foe . . .?
. 4. What problems could you have when calling to someone at a company?

5. What do you find most difficult when you phone someone in a foreign language?



1. Match the right synonyms:
to be disconnected to hang up to be busy to put sb through  to get through to sb

a) to connect somebody

b) to replace

c) to be cut off

d) to be engaged

e) to reach somebody on the phone

2. Fill in the gaps with the right verbs in the correct form:

to answer to hang up to leave to mistake
to overhear to speak up to use

a) Could you ...... please? | can hardly hear you.

b) I' m afraid Mr Young is not available at the moment. Do you want to ...... a message”?

¢) Then we said goodbye and ...... .

d) The customer ...... me for my colleague and started shouting at me.

e) By accident, the assistant ...... the management discussing salaries.

f) Would you mind if I ...... your mobile?

g) Would you mind ...... the phone? I m busy now.

3. Express in other words as shown in the example:

Ex.: a) The line is still busy.  The line is still engaged.

a) The line is still busy.

b) Martin Ross speaking.

c) I d like to speak to Mrs Evans. Is she in?

d) Could | borrow the directory for a minute?

e) I'm phoning to ask about ...

f) Could you connect me with the financial department?
g) Can you bear with me for a minute? I" Il get a pen.

h) Shall I tell him something?

i) Please, do not hang up.

j) At weekends | am available only on this phone number.



4. Translate:

a) Nékdo vas chce k telefonu. g) Kdo vola?

b) Volal nékdo? h) U telefonu Paul Williams.

c) Nepredstavil se. i) Jaké cislo mam vytocit?

d) Bohuzel jsme byli preruseni. i) Nezavésuijte. Ihned vas spojim.
e) Nemohl jsem se vam dovolat. k) Asi jste si spletl Cislo.

f) Mam néco vzkazat? 1) Linka je stale obsazena.

"
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THE PHRASE GUIDE ON MAKING CALLS
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Who s calling?/Who s speaking?
Hello, John Brown speaking./This is John Brown./It*s John Brown here.
Could | speak to Mr Cliff, please?

Putting you through.

Hold the line./Hold on./Will you hold?
|"1l see if he is in.

|"m sorry, he s not available at the moment.

Would you like to leave a message for him?
Yes, please. Could you ask him to ring me back?
No, thanks. Just tell him | rang.

Would you like to hold? I Il try to get him.
Yes, |1l hold.
No, thanks. | Il call back later.

Would you like to speak to someone else in the same department?
Yes, please. Can you put me through to Mr ... ?
No, thanks. | need to talk to Mr Cliff only.

Can you hear me? It" s a bad line.
I"m sorry? Could you speak up, please?

Could you note down this phone number, please? It"s ...

Sorry, | didn "t quite catch that. Could you say that again?
No problem. It"s ... Have you got that?

Got that.

You can reach me on the number ...
Now let me read that back to you.
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Part 1

Practise making phone calls with a partner. One of you is a receptionist in ProgressQil company receiving calls
from the other student. Use the information in the table.

Conversation | Caller Company | Reason Receptionist s reply
1 Roger ROLEO | chce mluvit s panem pan Cassidy je do patku na
Schmidt Woods Cassidy ohledné noveé sluzebni cesté; pta se, zda pan
nabidky Schmidt chce zanechat vzkaz
2 Felix nutné musi informovat pan Silver je na dovolené,
Baxter, pana Silvera o vyvoji ale v naléhavych pripadech
legal soudniho pripadu je k dostizeni na tel. cisle
adviser 01499 986 616
3 Camilla vola ohledné inzeratu linka personalniho oddéleni
Jones na misto sekretarky; chce | je obsazena; zada o strpeni
spojit s personalnim
oddélenim
4 Anne-Marie | Vallaloid | chce vzkazat panu spojeni je Spatné; preslechne
Webber Williamsovi, ze se dostavi | jeji jméno a spolecnost;
na domluvenou schiizku zada o hlaskovani
s mensim zpozdénim;
husta doprava na dalnici
Part 2

Practise making phone calls with another student. Use the key information in the table. According to whether
they know each other or not make more or less formal dialogues.

Conversation | Student 1 Reason Student 2 Reply Do the two
know each
other?

1 James chce védét, zda | Mike Stevenson, | ne, ale nejpozdéji | yes
Bellasconi, uz jsou nakresy | designer pristi utery je zasle
manager hotoveé mailem

2 Dr Max Hilsky, | musi zrusit svou Mrs Eve Moore, potvrzuje neucast; no
university Ucast na pondélni | Eagleton Institute, | preje brzke
teacher konferenci; vazné | conference uzdraveni

zdravotni divody | organizer

3 Peter Brenster, | na posledni fakture| Angela Crook, zjisti, kde se stala yes
LexoPrint, ¢. 89/605 FORTEX, financial | chyba a da védét
purchasing je Spatna ¢astka | department co nejdrive
department




4 Carl Lopez, dvé stranky Paul Murphy, omlouva se a zasila | yes
J&Q System | dokumentu, ktery |Addington znovu
byl zaslan faxem, |Technologies
jsou necitelné
5 Laura dosud neobdrzela| Sarah Gilliam, tvrdi, Ze informace | no
McDowel, mailem slibené AceNet a mapu zasilala
ProgoLine instrukce, jak se minuly tyden; slibi,

dostat do firmy
AceNet

ze vSe posle jesté
jednou

THE FINAL REVISION

Translate:

= Linku 305, prosim. - Zlstante u telefonu, pfepojim vas.
= Jste spojeni, mluvte.

= Halo, je tam pan Blake? - U telefonu.

= Rad vas slySim.

= Kdo vola? MdzZete se predstavit?

= Asi jsem vytoCil Spatné Eislo.

= MiZete mé prosim spojit s pani Ross?

= Lituji, nikdo se nehlasi.

= MiZete mluvit nahlas, prosim?

= NeslySim vas.

m Pfed chvili jsem mluvil s panem Greenem, ale byli jsme preruseni.
= Nevadilo by vam zavolat pozdéji?

= Kdy by se vam to nejlépe hodilo?

= Mam néco vzkazat? - To by bylo fajn.

= MiZete mu vyfidit, Ze ... ?

= NaSel jsem vas vzkaz a volam zpatky.

= Mohu pro ni zanechat vzkaz?

= Asi mate Spatné Cislo.

= MZete mi fict, kam jsem se dovolal?

= Asi vas Spatné spojili. My jsme jiny odbor.
= BohuZzel uz zavésil. - To nevadi.

= Promifite, ale preslechl jsem vaSe pfijmeni.
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