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Word Bank – Calling on the Phone 
 
 

Asking for someone May I speak to Jennifer, please? 
May I please speak to Jennifer? 
 
Don’t say: 
Give me Jennifer. 
Get Jennifer, please. 
Call Jennifer to the phone. 

Greeting someone when you are 
fairly certain who answered 

Hello, Jennifer? This is Paul. 
Hi, Jennifer. It’s Paul. 

Identifying yourself to someone 
who has called you 

Speaking. 
This is she/he. 
 
Don’t say: 
It’s Jennifer. 
I’m Jennifer. 

Asking to have a conversation Am I calling at a good time?   
–  Yes. I’m free now. 
 
Is now a good time to talk?  
– Yes, I have time. 
 
Do you have time to talk now?  
– Yes, I do.  

Asking someone to call back or 
offering to call back later 

Actually, I’m on the other line. Could I call you back in 
about an hour? 
 
I’m sorry. I’m on another call. Do you mind calling me back 
in a half hour?  
 
Can I call you back in about 15 minutes? I’m on the other 
line. I’ll call as soon I finish.   

Ending a conversation Well, it was good talking to you. 
- It was good talking to you, too.  
 
Thanks for calling. 
Thanks for reaching out. 
 
Thanks for your time.  
Thanks for talking to me.  
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Word Bank – Leaving Voicemail (friendly) 

 

 

Words to know voicemail – leave voicemail 
message – leave a message 
after the beep/tone 
call (someone) back 
give (someone) a call 
play phone tag: when you continue to leave voicemail for each other 

Outgoing 
message 

Hi. This is Jennifer. I’m sorry I can’t take your call right now. Please leave a 
brief message after the beep. Thank you.  
 
Hi. You’ve reached Jennifer. Sorry I can’t take your call. Please leave a 
message after the beep, and I’ll get back to you as soon as I can. Thank 
you. 
 
Hello. You’ve reached 421-555-9999. I’m not able to answer your call. 
Please leave your name and number after the beep. Thank you. 

Asking someone 
to call you back 

Hi Julie. It’s Jennifer. I’ll be available later tonight after 8. Feel free to give 
me call. 
 
Hi Kyle. It’s Jennifer. I’m free for the next half hour. If you get this, you can 
call me back. I can also try calling you again tomorrow. 
 
Hi Matt. Nothing urgent. Just wanted to say hi and see how you’re doing. 
Give me a call when you can. 
 
Hi Katie. It’s Jennifer from Workout World. Would you please call me back 
when you get the chance? The number is 421-555-2222. Thank you. 
 

Returning a call Hi Riley. It’s Jennifer. Just returning your call. Feel free to call again 
whenever you get the chance. 
 
Hi Tim. It’s Jennifer. Sorry we’re playing phone tag. I’ll be home after 9. 
You can reach me then. Okay?  
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