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Read and understand the Grading Rubric 

 

 

 

Sign-up 

names and topic 

 

 

 

MIDTERM SPEAKING TEST 

채점 지침 







REMEMBER KEY PHRASES USED WHEN:  

 

 Taking a message 

 Leaving a message 

 Customer service 

 Setting an appointment 

TELEPHONE SKILLS 



 Leaving/taking messages 

 Pages 9, 31 

 

 Setting appointments 

 p15 (scheduling a product demonstration),  

 p32 (scheduling an interview),  

 p34 (scheduling a training session) 

 p39 (scheduling a visit to a new community center)  

 p44 (scheduling an inspection) 

 

 Making/responding to complaints  

 Pages 23, 25, 42 

TELEPHONE SKILLS 



ALWAYS BE POLITE AND PROFESSIONAL 

 

 When someone leaves a message, let 

them know that their message is 

important and will be delivered 

promptly. 

OFFICE CULTURE 



ALWAYS BE POLITE AND PROFESSIONAL 

 

 If you are the caller, be thankful for 

any assistance/support you have 

received. 

OFFICE CULTURE 



ALWAYS BE POLITE AND PROFESSIONAL 

 

 Sometimes customers can be angry. 

STAY PROFESSIONAL. 

 

 Relations don’t dictate how the 

exchange should be handled. 

OFFICE CULTURE 


