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SPEAKING IN BUSINESS ENGLISH – 
Phone Calls – Phone Call (Telefon Gorusmeleri)
Talking on the phone is very common in the office. You will be in a situation where you have to call someone, receive a phone call, leave a message, return a call, and a variety of other tasks. We will use this lesson to cover all the details about making and receiving phone calls.

Receiving a call is probably the easiest.

"Hello, this is Mike." = ALO, BEN MIKE 
"Microsoft, this is Steve." = MIKROSOFT BEN STEVE

Calling someone is a little more difficult. You should state your name, where you are from, what you are calling for, and the question. Let’s give it a try through an example.

"Hi Mary, this is Michael Johnson from ABC Consulting. I am reviewing the financial data for the payroll project. I will need the 2002 fiscal report to complete this task. Do you know where I can get a copy?" = MERHABA MARY, BEN ABC DANISMANLIKTAN MICHEAL JOHNSON. MAAS CİZELGESİ PROJESI ICIN FINANSAL BILGILERI GOZDEN GECIRIYORDUM. BU ISI TAMAMLAMAK ICIN 2002 YILLIK RAPORLARINA IHTIYACIM OLACAK. NEREDEN BIR KOPYASINI ALABILIRIM BILIYORMUSUN?

Consulting = Danismanlik

To review = Gozden gecirmek

Payroll = Maas Cizelgesi

Task = Gorev, Is 

Fiscal = Mali yıllık
Report = Rapor

This example is very clear, organized, and concise. It first explains who the person is, what they are doing, and what they need. If you need to call someone to obtain information, you can use this type of sentence.

Let’s try one more, but this time, you are asking for help.

"Hi Bob. This is Steven from ABC Company. I’m calling in regards to the data entry program you created. I’m having trouble locating where the connection is made to the server. Can you help me with this?" = MERHABA BOB . ABC SIRKETINDEN STEVEN BEN. SENIN YAPTIGIN BILGI GIRIS PROGRAMIYLA ILGILI OLARAK ARIYORUM. SORVIRA YAPILAN BAGLANTININ OLDUGU YERDE PROBLEM YASIYORUM. BANA BUNUNLA ILGILI OLARAK YARDIM EDEBILIRMISIN?

In regards to = Ilgili olarak

To have trouble = Sorun yasamak

Connection = Baglanti 

Similarly, this phone call starts with an introduction of the person, a quick sentence on what the call is regarding, and a short description on what this person needs. If you are in this situation, use this process and write it down so you can say what you need smoothly. After you become familiar with it, you will not need to write it down anymore and you should be able to say it fluently.

If you have questions and a consultant or another business employee is visiting your company, then asking a question to them is very similar to asking a question to anyone else.

"Hi Bob. I’m George. I’m the technical writer for this project. I had a question regarding the installation process. If you have a minute, can you show me the installation process? I’m having problems on the confirmation section." = MERHABA BOB. BEN GEORGE. BU PROJE ICIN TEKNIK YAZARIM. KURULUM ASAMASINLA ILGILI OLARAK BIR SORUM VARDI. EGER BIR DAKIKAN VARSA, BANA BU KURULUM ASAMASINI GOSTEREBILIRMISIN? TEYIT BOLUMUNDE PROBLEMLELR YASIYORUM. 

Installation = yukleme

Process = Asama 

Confirmation = Teyit

Usually, when a person is visiting your company, then it is polite to tell them your position so they can understand what type of help you will need. In the previous example, we used the same process of asking for help with an introduction, telling them what it is regarding, and what the problem or question is.

Verifying Information  = BILGIYI DOGRULAMAK 

Sometimes you have to verify an order, or double check a figure. If you have the information and you just want to verify that it is accurate, then you can use these types of sentences.

"Hi Debra, I’m analyzing the log files and noticed entry 14 was negative 42. Can you confirm if this is accurate?" = MERHABA DEBRA, GUNLUK ENVANTERI ANALIZ EDIYORUM VE 42 DEN 14 GIRISIN NEGATIF OLDUGUNU FARK ETTIM. EGER BU DOGRUYSA TEYIT EDEBILIRMISIN? 

To analyze = Analiz Etmek

Log File = Envanter Defteri 

Accurate = Gecerli, Dogru 

"I see that our April 2003 revenue was 1.2 million dollars. Can you double check that this figure is accurate?" = 2003 NISAN CIROMUZUN 1.2 MILYON DOLAR OLDUGUNU GORUYORUM. BU TABLONUN DORU OLUP OLMADIDINI IKI KERE KONTROL EDEBILIRMISIN? 

Revenue = Ciro

To double check = Iki kez kontrol etmek

Figure = Tablo

"I am going to meet with the CFO in an hour. Can you look through this report and double check my findings? It should only take you 20 minutes or so." = BIR SAAT ICINDE CFO İLE GORUSECEGIM. BU RAPORU TETKIK EDIP TESPITLERIMI IKI KEZ KONTROL EDEBILIRMISIN? YAKLASIK 20 DAKIKANI ALIR. 

CFO = finans direktoru

To look through = tetkik etmek

Finding = Tespit
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