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Taking messages

14

Unit 14
Taking messages
Can I take a message?

The three most important things about taking a message are:

(1) Accuracy, (2) Accuracy, (3) Accuracy!

This telephone message form on the right actually gives 
you a good idea of the key information you need to get:

· Who’s the message for?

· Who called? On what day and at what time?


From what company?

· What’s her/his phone/contact number? 


(Get this 100% right!)

· Who took the message?

The message itself is of course the essential part but without all the other information it is useless. The message should be short and clear. Reported speech is not normally used. What is vital is: what will happen? Will the caller call back (when)? Should your boss return the call (when)? Should your boss send some information, a document …?

Three more golden rules: take your time; check and confirm everything; don’t be afraid to ask the caller to repeat/spell things (more slowly).
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