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Telephone Skills

Watch the presentation, Telephone Skills, and answer the questions below. 
What are 5 procedures when answering the phone? 

1.

2.

3.

4.

5.

What are 4 tips for answering the phone? 

1.

2.

3.

4.

What 5 skills will help you have a positive attitude when answering the phone?
1.

2.

3.

4.

5.

When placing a phone call on hold, there are 3 rules to always follow. List the rules. 

1.

2.

3.

What are the elements of a message you should write down? 

1.

2.

3.

4.

5.

When you are the caller, how do you leave a message? 

1.

2.

3.

4.

When placing a call, what tips should you keep in mind? 
1.

2.

3.

4.

