Amanda Burson


Proper Telephone Etiquette

Focus: 


A telephone conversation with Haley, using bad telephone etiquette.

Materials:


Telephone


Nice Speaking Voice


Pen


Paper


Good Attitude

Steps:

1.
 First, Answer hello- if residential


Answer with the business name, if it’s a business.

2.

Next, if the caller asks for someone other than you, tell them “Just a moment please” while you get the person they are trying to reach.

3.

Thirdly, If the person the caller asks for is unavailable tell the caller “ ---- can’t come to the phone, may I please take a message?”

4.

Finally, Have the person being called; call back as soon as possible.

Always, when taking a message write down:


Name


Number


Time


Message

1) Verbally go over the steps of proper telephone etiquette with students.

2) Demonstrate the steps of proper telephone etiquette to students.

3) Have a student demonstrate proper telephone etiquette.

Ask students questions about the steps of telephone etiquette.

