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Direction: 1. There are 10 items in this test.
2. Each item has 4 choices.

3. You need to select the best answer and answer it in your answer sheet

1. He told me that he will you a call at 9 a.m.
a. make
b. sgive
c. get
d. call
2. Which is the best answering the phone?
a. Hi, ’'m Mark.
b. Hello, 'm not Mark.
c. Hello, Mark’s speaking
d. Hello, Mark’s here.

3. Which is not asking a caller to wait a moment?

o

Hold on the line, please

b. Wait a second, please.

n

Hold it down, please.

d.  Wait a minute, please.
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4. John: Excuse me, | would like to see Peter.

Secretary’s Peter: I’'m sorry. He is in the meeting now.

John:

a. Can |l leave a message?

b. Can | take a message?

c. Can | take your message?

d. Would you like to leave your message?
5. Which is NOT appropriate for putting someone on the hold?

a. Ask for the permission first from the caller.

b. Keep the caller on hold too lons.

c. Let the caller know what is going on if it’s too long.

d. Tell the caller to be on the hold with the polite sentences.
6. What is the best answer when you are about to finish your conversation with a

caller on the phone?

a. Wait a second and put the phone down first.

b. Ask a caller to put the phone down first.

c. Wait for a caller to put the phone down first.

d. Put the phone down first.

7. (02)5536667 say

a. O two, five five three six six six seven
b. Zero two, fifty-five three six hundred, sixty-six seven
c. O two, double five three double six six seven

d. Zero two, double five three triple six seven
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8. Which sentence is NOT correct?

a. Please send him a text message.

b. Please send a text message to him.

C. I’m text messaging him.

d. | texted message him.
9. Which choice use the word ‘fee’ in sentence correctly?

a. Our company should increase travelling fees for employees.

b. ACT company offers good fees and benefits for employees.

c. Feeis the important factors in employee engagement.

d. When you do the financial transactions online, fees will not be charged.
10. Which is not purpose of the “Orientation”?

a. To see around the office

b. To arrange the meeting

c. To introduce the new employee to other staff members.

d. To inform the company’ rules, regulations and benefits.
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1 b
2. (e
3. a
4 b
5. C
6 d
7 d
8 d
9 b

10. d
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1589 Telephone Conversations

Useful Sentences

-Hello, Ann speaking.

-Hello, Ann is speaking.
-Hello, this 1s Ann speaking.
-Yes, speaking.

Making contact - N5YBITUUAY

‘ -I would like to speak to Ann.
-I’d like to speak to Ann.
-May I speak to Ann?

-Can I speak to Ann, please?

# -Can I have the accounting department, please?

® FuamBvea uit dnfnfantioantig 1iia

Telephone [anguage

{ o o
MmunlFlunmsaunuinia Ingans)

a phone / a telephone

Mnsdwnlashimmzinzag)

a phone call /a call

(Tmﬁ’wv’fwummﬂﬂﬂﬁu)
a home phone / an office phone
o o ) a_ o o
(Tmﬁwwwugm * 11U HIDETUNIU)
a mobile phone / a cell phone
¥
(Insfwiiugu)

a phone number

mnoay Insfniiena)

make a phone call / make a call

(nsoon, Winssdn)

call someone / give someone a call

(Inamlasinsau)

call you back / get back to you

(Insndunina)

dial a number
(nanmeay Insfn)

answer the phone / pick up the phone
S
Gulnsemn)
on the phone

(oglums w3 InsAna)

talk to someone on the phone

(menulasuenumaInssin)
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-My name is Ann.
-This is Ann.

-It’s Ann here.

-This is Ann calling.

Telling why you’re calling - msnanmqwaﬁim n

-I’m calling about .

-I’m returning Ann’s call.

o 2 l

£
Asking someone to repeat / speak louder — ﬂ15ﬁlﬂiﬁ‘mﬂﬂﬂﬂ§'ﬁ / Wvﬂ‘lﬁ UY

-Sorry, I couldn’t hear you.
-Could you say it again, please?
-Excuse me, I couldn’t hear you.
-Could you repeat that?

I could barely hear you.

Could you speak louder, please?

Dialing the wrong number - TnsAavaneay

-You have the wrong number.

-You’ve got the wrong number.

. . 7o
N7 e
2 ® FuamBves yii infnfianieantug 1ia mmndanguaannlszneums #i

i ¢ A 7 T T, 7 P L g




nangns : Useniallednsivnan P
A . Tuiliam Y
YY1 : ﬂ?UW@QﬂQHﬁﬂWUUiSﬂ@Uﬂﬂi NUM
T,:ug-]aﬁ 2 : Telephone Conversations 4 14
WNUN @ 3

.
A

N & o Y
| ) Introducing yourself - NTUUSUIDHNA

-My name is Ann.
-This 1s Ann.
-It’s Ann here.

-This is Ann calling.

Telling why you’re calling - 113 nenmqwaﬁim n

o

v v
Asking someone to repeat / speak louder — 113 ﬂlﬂ1ﬁﬂuﬂﬂﬂﬂ§’0 / w,ﬁslﬁ A )

»
I

-Could you say it again, please?
-Excuse me, I couldn’t hear you.
-Could you repeat that?
1 could barely hear you.

Could you speak louder, please?

-You have the wrong number.

-You’ve got the wrong number.

Avimves uit dnindianiieaniiug v

0
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Activity

221] Telephone Language
lm Listen to the above words and phrases. Then repeat after the CD. 9

oglugaeiiiovoaoy

D C(oI=P :) Underline the words in brackets to complete the sentences.

| think | _ the wrong number. (dialed / called)

QOIwill vyouacallat 4 p.m. (get / cive)

@ lwilltalkto Tomonthe  this afternoon. (call / bhone)

© 'l find out Jane’s phone numberand  back to you. (eet / give)
@ lhadthree  calls from customers this morning. (ohone / number)

© My hands are wet. Can you _ _ up the phone for me, please? (nick / answer)

lm Listen to the above useful sentences. Then repeat after the CD. g;
lm Match each sentence with its meaning.

© Please hold the line. Weirevesnmfaveiasls
@ Hello, Ann speaking. AuENARIBnUayla Ly
© Can | speak to Danny, pleaser alanAz LL’auﬁWﬁ'ﬂ‘qﬁmﬂ
® What’s your extension number? YDI3EUAT EJF]EULLﬂwj

@ Could you speak a little louder? ﬂ‘gﬂ,ﬂaamﬂ‘ia
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Activity

2241] Telephone Language
m Listen to the above words and phrases. Then repeat after the CD. {,@

oglugaeiiilavosjaon

B =1(uL=P - Underline the words in brackets to complete the sentences.

| think | _dialed  the wrong number. (dialed / called)

O !will &Y youacallatdpm. (get/ give)

@ | will talk to Tom on the _ﬂﬂ this afternoon. (call / phone)

© I'll find out Jane’s phone number and ~ &¢  back to you. (get / give)
O | had three _p’ﬂ"’_ calls from customers this morning. (phone / number)
pick

© My hands are wet. Can you _ up the phone for me, please? (pick / answer)

lm Listen to the above useful sentences. Then repeat after the CD. g;
lm Match each sentence with its meaning.

© Please hold the line. wesrsvannAaiuaiosls

@ Hello, Ann speaking. AuTIENARsanlesla vy

© Can | speak to Danny, please? alanny LLauﬁwﬁmﬁmﬂ
O What’s your extension number? YDITEUAT EJF]mLLG]uﬁ

© Could you speak a little louder? ﬂqmﬁaawm
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Direction: 1. There are 10 items in this test.
2. Each item has 4 choices.

3. You need to select the best answer and answer it in your answer sheet

1. He told me that he will you a call at 9 a.m.
e. make
f. cive
g. get
h. call

2. Which is the best answering the phone?
e. Hi, ’'m Mark.
f. Hello, I’'m not Mark.
g. Hello, Mark’s speaking
h. Hello, Mark’s here.
3. Which is not asking a caller to wait a moment?

e. Hold on the line, please
f.  Wait a second, please.
g. Hold it down, please.

h.  Wait a minute, please.
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4. John: Excuse me, | would like to see Peter.
Secretary’s Peter: I’'m sorry. He is in the meeting now.

John:

e. Can |l leave a message?

f. Can | take a message?

g. Can | take your message?

h. Would you like to leave your message?
5. Which is NOT appropriate for putting someone on the hold?

e. Ask for the permission first from the caller.

f.  Keep the caller on hold too long.

g. Let the caller know what is going on if it’s too long.

h. Tell the caller to be on the hold with the polite sentences.
6. What is the best answer when you are about to finish your conversation with a

caller on the phone?

e. Wait a second and put the phone down first.

f. Ask a caller to put the phone down first.

g. Wait for a caller to put the phone down first.

h. Put the phone down first.

7. (02)5536667 say

e. O two, five five three six six six seven
f.  Zero two, fifty-five three six hundred, sixty-six seven
g. O two, double five three double six six seven

h. Zero two, double five three triple six seven
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8. Which sentence is NOT correct?

e. Please send him a text message.

f. Please send a text message to him.

g. I’'m text messaging him.

h. | texted message him.
9. Which choice use the word ‘fee’ in sentence correctly?

e. Our company should increase travelling fees for employees.

f. ACT company offers good fees and benefits for employees.

g. Fee is the important factors in employee engagement.

h. When you do the financial transactions online, fees will not be charged.
10. Which is not purpose of the “Orientation”?

e. To see around the office

f.  To arrange the meeting

g. To introduce the new employee to other staff members.

h. To inform the company’ rules, regulations and benefits.
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1. b
2. (e
3. a
4. b
5. C
6. d
T1. d
8. d
9. b

10. d




