

Role play each situation with a partner.  Rotate each situation being the receiver or the caller.  After role playing, write the dialog for one of the situations on lined paper.  Include at least five speaking parts for each speaker.  
Example: 
Caller: 	Hello, this is Tammy Jones.  Is Jessica in?  
Receiver: 	This is Jessica, can I help you, Tammy?
Caller: 	Hi Jessica.  I was wondering if I could talk to you for a minute about the assistant manager position that is opening up.

You have worked at Sams Sandwich Shop for six months.  You are a hard worker, punctual, and consistently doing what is asked.  Jessica, your supervisor, is conducting phone interviews for the assistant manager position.  Call her and have an interview on the phone to convince her you are the one for the job.

You work at an accounting firm.  It is April 10, near the tax deadline, and the phones are ringing off the hook.  Doug Staker has called three times to talk to your boss Bob Parker, who is buried in work and does not want to be bothered.  Have a conversation with Mr. Staker assuring him that he is important and that his taxes will be prepared on time.

You work as a receptionist at Chambers, Inc., a construction company.  You have only been on the job for one month and you are still unsure of some of the lingo the workers use.  Pete Grover, a sub-contractor, is on the phone using unfamiliar words and talking really fast.  You feel frustrated and know that you need to settle yourself down and use proper etiquette to accurately record the message.

You have again been called for an assignment from On-Time Temps.  Your assignment is to answer the telephone for Attorney Grace Berg.  As you do the above work, the phone will ring now and then.  When it does, stop working and record a message according to the information below.  When the message is finished, continue with your work.
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COMPANY


MESSAGE

· Judge Molinari

	
· Carlos Unoz

· Roberta Borghi

· Brian Williams



· Judge Sing

· Andrea Munos
· 

Superior Court


Apple-Five

Borghi Imports

The Best Imports

	

Superior Court

Latin Imports


Reminder of meeting of the Bar Association this evening.  692-2900

Please Call.  626.3940

Returned your call.  367-8181

Need to speak with you as soon as possible concerning tomorrows court case.  755-7668

Please call.  554-4518	

Will you be a guest speaker at Asian Law Association Luncheon next month?  937-8081		
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