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Chapter 3 Telephone Btiguette

CHAPTER 9. TELEPHONE ETIQUETTE mmber, paase betwesn the area code, prefix, and last four

mumbers. That way, your recipient won't hawe to replay your

Placing a Telephone Call. Unless you are making calls to good message to capture your telephons mmber.

friends who automatically recogni=ze your wvoice, ask, ™Is Pat Long-Winded Callers. Thoswver places the call should be the

o ; : ; ; R M
there?” and immediately iderntify yourself: This is Iimn one to offer to end the call. However, some peepls love to

Jorues . This sets the tone for you as being polite. Newver talk on the telsphome 1 have plenty of time to da so. If

assume the person on the other end knows who you are. wou're caught in a comwersation that seems wmending, you’ 11

Leaving Messages. Ion’t you just hate it whem someone have to take the initiative. Amy Vandesbilt Complete Book of

leaves you a telephone message and doesn't leasve a callback Fticuetie suggests you wait unril the person pauses for a

. B T . . .
rmmber, or says his name so fast, you can’t understand it? brearh and say, “Oh, dear! I‘ve just noticed the time. Trm

o . .
What: are your thoughts sbout thet person? In business it late for an appointment.”™ You don’t have to be rude, but you

conld mean a missed opporturnity. nay have to be empharic

n you leave a telephane message, pause betwesn your Cell Phones and Pagers. Czll phones and pagers offer a

first and last name ially if ha licated
h &= - BSPESL ¥ oL e e A csmplicase tremendous smoant of flexibility that people enjoy every

- 11 ot ake it i for thi ipient t
nanes fpe Four nane To mawe It easier lor & recipien ° day. With this technology come rules to ensare that you,

he clear ahout ywour name. ) .
as a user, should follow to avoid armoying others and

= oir telephone rapber slowly at the beginnd and
=T rh ¥ el ng appearing unprofessional.

end of your message. Many people do not hawve a pen or pencil
* Blhat off your cell phone and pager (or putb them

handy. By repesting your mmber, yoi do the recipient a on vibrate) at the mowvies, the theater, and the

opera. Payihg customers are at these ewernts to
faror by giving him an opportumity to write your number. enjoy themselwes and get extremely annoyed when 5

cell phone or pager goes off. This situation is
Cell phones capture telephone mmbers, so ¥our recipient can even worse at a live performance. Unless there

are exceptions, twrn off your cell rhone and
Just do a callback on your mapber, but what if you want yvour pager in business meetings.

+ EBe considerate of others when using a cell phone

recipient to call you at ancther mawber? Make a habit to in a public place. Don’'t cross the personal

space boundary. Find an isolated spot so others
repeat your telephone number. Then you give wour telephone dorn't need to hear your conversakiomn.
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Fe sensitive to those on the call. Bemember, you are
being judged ewen if pecple can’t ses ou.

And for goodness sakes, make sure your speakerphones
iz o omuate if you are talking to your co-workers and you
say dizparacing things sbout someone =lse on the call.
Mot cool. Better yet, don't say disparaging things at
alll

Office Telephones. Avoid lenogtly personal phone calls
in the office. Sometimes you can’'t avoid a personal
call, but long chatty cowwersations are not only out of
place, but can get you in trouble. Tour chatter annoys
other people in the office or cubicles who carmot help
owerhearing and interrapts the routine of office
procedure.

Electronic Answering Systems. Fusinesses hawe cut back
afministrative positions and installed computerized
systems that answer calls elecbronically. Sometimes, the
most annoying aspect of these systems iz hawing to listen
to a2 merm of options to reach a department or person,
only to gek yourself into a loop or lost bryihng to make
your call. Tou can press 0% to reach a liwe perszon. Do
not take out your anncoyance oh the person who answers.

He has nothing to do with the installation of the systen.

Bemember to be professicnal becaase if anyone owverhears
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Iyour cormrersation, Yo want to make sure you don't coms

off asz a hothead.

Hill, Sharon A &ild Weman's Guide o Eficquetisar Seving
the World Owpe Heodsleks at 2 Time, Z005.
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