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If you are a non-native English speaker and make telephone calls as part of your
work, then this book is for you. By applying the suggested guidelines, you will
stand a much greater chance of making an effective telephone call. You will learn
how to:

prepare for a call both psychologically and from an English language point of●

view
receive calls (if you work on reception)●

leave messages●

find out about another company and talk about your own company●

chase people (i.e. people who have not followed up your requests)●

deal with difficult calls and callers, and improve your telephone manner●

use the telephone while working on a help desk or helpline●

resolve language difficulties (i.e. when you cannot understand the other●

person's English)
improve your pronunciation●

use resources on the Internet to improve your listening skills●

The book concludes with a chapter of useful phrases. There is a brief introduction
for trainers on how to teach telephone and helpdesk skills within a Business
English course.
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If you are a non-native English speaker and make telephone calls as part of your work, then this book is for
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Editorial Review

From the Back Cover

If you are a non-native English speaker and make telephone calls as part of your work, then this book is for
you. By applying the suggested guidelines, you will stand a much greater chance of making an effective
telephone call. You will learn how to:

prepare for a call both psychologically and from an English language point of view●

receive calls (if you work on reception)●

leave messages●

find out about another company and talk about your own company●

chase people (i.e. people who have not followed up your requests)●

deal with difficult calls and callers, and improve your telephone manner●

use the telephone while working on a help desk or helpline●

resolve language difficulties (i.e. when you cannot understand the other person's English)●

improve your pronunciation●

use resources on the Internet to improve your listening skills●

The book concludes with a chapter of useful phrases. There is a brief introduction for trainers on how to
teach telephone and helpdesk skills within a Business English course.

Adrian Wallwork is the author of over 30 books aimed at helping non-native English speakers to
communicate more effectively in English. He has published 13 books with Springer Science+Business
Media.

Other books in this Professional English series:

Email and Commercial Correspondence

CVs, Resumes, and LinkedIn

User Guides, Manuals, and Technical Writing

Meetings, Negotiations, and Socializing

Presentations, Demos, and Training Sessions

About the Author
Wallwork, a native English speaker from the UK, has 25 years of experience teaching English at various IT
companies in Pisa, Italy. He has published 13 books with Springer Science+Business Media.

Users Review

From reader reviews:
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Ruth Nicholson:

Throughout other case, little folks like to read book Telephone and Helpdesk Skills: A Guide to Professional
English (Guides to Professional English). You can choose the best book if you want reading a book.
Providing we know about how is important a new book Telephone and Helpdesk Skills: A Guide to
Professional English (Guides to Professional English). You can add know-how and of course you can around
the world with a book. Absolutely right, since from book you can know everything! From your country right
up until foreign or abroad you will find yourself known. About simple matter until wonderful thing you may
know that. In this era, we could open a book or even searching by internet system. It is called e-book. You
should use it when you feel uninterested to go to the library. Let's examine.

Leif Gibbs:

What do you think about book? It is just for students since they are still students or this for all people in the
world, the particular best subject for that? Just you can be answered for that issue above. Every person has
several personality and hobby for every other. Don't to be pressured someone or something that they don't
would like do that. You must know how great in addition to important the book Telephone and Helpdesk
Skills: A Guide to Professional English (Guides to Professional English). All type of book is it possible to
see on many solutions. You can look for the internet solutions or other social media.

Adelina Foreman:

This Telephone and Helpdesk Skills: A Guide to Professional English (Guides to Professional English) is
great e-book for you because the content which is full of information for you who else always deal with
world and possess to make decision every minute. This particular book reveal it information accurately using
great coordinate word or we can declare no rambling sentences inside it. So if you are read the item hurriedly
you can have whole info in it. Doesn't mean it only provides straight forward sentences but hard core
information with beautiful delivering sentences. Having Telephone and Helpdesk Skills: A Guide to
Professional English (Guides to Professional English) in your hand like obtaining the world in your arm, data
in it is not ridiculous 1. We can say that no reserve that offer you world in ten or fifteen minute right but this
reserve already do that. So , this is good reading book. Hi Mr. and Mrs. busy do you still doubt in which?

William McCown:

What is your hobby? Have you heard that question when you got pupils? We believe that that question was
given by teacher for their students. Many kinds of hobby, All people has different hobby. Therefore you
know that little person just like reading or as reading become their hobby. You need to know that reading is
very important as well as book as to be the thing. Book is important thing to increase you knowledge, except
your personal teacher or lecturer. You find good news or update with regards to something by book. A
substantial number of sorts of books that can you choose to use be your object. One of them is actually
Telephone and Helpdesk Skills: A Guide to Professional English (Guides to Professional English).
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