Caller _ Receptionist

‘Good morning, Gorliz and

Zimmerman.'
Introduce yourself, <=
Ask to speak to Mr Conrad Bird. \

Mr Bird is not in.
Ask when you can contact him. /

\ Explain that he is away -
/ offer to take a message.
You want Mr Bird to call you.
Repeat your name.
e FouR Ammber: \ nfirm
& e-mail address. ~b T ———

Endcall. 2

"% End call.



