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CONTENT

Greetings and Answering the Phone
Identifying the Caller and Yourself
Directing and Transferring Calls
Repetition and Inability to Hear
Unclear Line and Bad Connectidn
Wrong Number

Holding the Line

Apologies

Extension Inquiries

Taking Messages

Leaving Messages

Automated Operators
Correspondence

Hours

Giving Directions

Confirmation

Arranging a Meeting

Canceling and Postponing Meetings
Reservations

Answering an Ad





