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L earning Objectives

e Learn professional phone expressions 1IS8USdudulnsAwWRUUU
U2TBW
o Practice taking and leaving messages WanisSuua:WinvandU

e el

o Understand video call etiquette LUAIDUASEINNISIBIOloADA

In Thailand, many companies work with international clients, so knowing
how to communicate professionally on the phone and video calls in English

is essential.



Why Phone Skills Matter

e First impression ADINUS:=AU(DASLLISA

e Professional image mMwanuaintduidoatw

L.

[ =

o Clear communication A1sAddIsSNVAIDU

o Business success AINAN I§Dn1D§SﬁD

When you answer a business call, you represent your company. Your
voice and manner create the first impression for customers and

partners. |f you sound professional and helpful, people will trust your

company more.



Basic Phone Greetings

Formal Greetings:
 "Good morning, ABC Company, this is Sarah speaking."
. adadaoutd usun ABC UAdBISIKWA
o+ "Hello, Marketing Department, how may | help you?"

. a0 uWuanIsaala Aud:vrga:lsnaulaviv

greeting + company/ department + your name + offer to help



Common Phone Expressions

Receiving Calls:
+ "How may | help you?" dua:vd8a:lsasulaviv
e "Who's calling, please?" lAslnsuinsSu/A:
» "One moment, please." S9dAASU:ASU/A:

e "I'll put you through." dud:=caa1alK



Making Phone Calls

Professional Introduction:
 "Good morning, this is John from ABC Company."
. adadaautdr GAovaKudIAUSYN ABC
¢ "I'm calling about our meeting next week."
. dulnsutAgrnumsus:yuuavISIFUAIKKUN

e "Could | speak to Ms. Smith, please?"

. vowaaunaudiislalkuasu/a:



Common Phone Pro'o\ems

Problem Situations:
 Bad connection él'zyfguulu'fi
e Can't hear clearly Iula@uvailpu
e Wrong number Insiiawuas
e Person not available nuﬁ’ﬁa\)mslu':'w

Useful Expressions:

e "I'm sorry, we have a bad connection." Ualny 15110
dayayraulua
o "Could you speak louder, please?" &Jﬂvynﬁ\miﬁlﬁlhu

e "I'm afraid you have the wrong number." msu:hqzu[nsﬁn
lUdS



Taking Messages

When Someone is Unavailable:
o "I'm afraid he's in a meeting." lﬂS\)D"'IlU"Iﬁ"IE:l_\)US:QUE)ij

» "She's not at her desk right now." t1saluagnla:riviuaauil
« "Would you like to leave a message?" AsuAavAISHIA
vanulku

& @

e "Can | take a message?" ausudandulKklalku

Sometimes the person the caller wants is not available. This is very

common in business.



Message Information to Collect

Essential Information:
1. Caller's name z‘ia@[ns
9.Company name z‘sl'au§t§in
3.Phone number KN181AUINSAWA
4.Message content ll-jE)K'Il’jE)nD'IU
5.Date and time 5uf'iua:ua1

6. Your name ﬁaua\)qm



Message Taking Dialogue

Example Conversation:
e You: "Can | take a message?"
o Caller: "Yes, please tell her John Smith called."
e You: "Could you spell your last name, please?"
o Caller: "S-M-|-T-H"
e You: "And your phone number?"

o Caller: "02-555-1234"

o You: "I'll make sure she gets the message.



Leaving Messages
When You Call Someone:

e "Could | leave a message, please?" yar1ndandulalku
ASU/A:

+ "Please tell him John called." ASUIUDALYIIDOKUINS
U1

e "Could you ask her to call me back?" ¥2gualKisInsnadu
vilalku

e "My number is..." KN181AUUYDVAUAD...



Handling Difficult Calls

Common Problems:

e Angry customers aﬂf-’hﬁ:[ﬂSS

» Language barriers 9UdssAdi1un1uv

e Technical problems Usykinivinailin

o Misunderstandings AU IDHQ
Remember, when someone is angry, they re usually not angry at you
personally. They're angry about the situation. Your calm voice can

help solve the problem.



Dealing with Angry Callers

Useful Expressions:

+ "l understand your concem." AuLDAIIVAVIAVDVAR

¢ "I'm sorry for the inconvenience." valnudiksunanulv
d:=QonN

+ "Let me see how | can help you." tKduQ@d1D:¥38Aaula

2a1vls

e "I'll connect you to my supervisor." Aud:=AdaYIKAU

KOKUIYdVAU



Language Barrier Solutions

When You Don't Understand:
» "Could you speak more slowly, please?" y28wayg1av
kuaglalku
e "Could you repeat that, please?” U'DBV‘\!Og"IIO"IKU
e "I'm not sure | understand." duluuutoivld

o 'Let me make sure | understand correctly.



VIDEO CALL COMMUNICATION AND ETIQUETTE

Why Video Calls?
+ Face-to-face communication ASFDAISUUULRUKUN
¢ International meetings ﬂ'ISUS:QUS:KD"I\)US:lnﬂ
e Remote work n1snIvIUS:8:[na

o Cost effective US:KEQ Fi‘ltﬁihil



Video Call Equipment

Essential Equipment:
o Camera N3V
» Microphone [ulasiwu
o Headphones KWD
+ Good intemet utnastiiana
o Quiet space \ﬁUﬁlﬁﬂU



Professional Appearance

Dress Code:
« Business attire N1SLLAVAIYNIVSSAD
o Neat hairstyle nsuwuﬁ1‘s'uu§aa
« Good lighting ua\)IWFic‘i
e Clean background Wukavina:ona
What to Avoid:
o Pajamas yauau
o Distracting backgrounds Wukavhasswaiuanuauld
e Poor lighting uaviwlua



Video Call Etiquette Rules

Do's:
e Join on time WISUASYIAY
o Mute when not speaking Umﬁamﬁ"aldlﬁvyn
« Look at the camera NOVANADVL
o Stay focused tKADIWAUTD
Don'ts:
o Eat during calls aus:zkIvlns
e Use your phone (5TnsAwN
» Have side conversations A8UIVY)

o Interrupt others UQDVKI=AUDU



Starting a Video Meeting

Opening Phrases:
» "Good morning, everyone." dddqaaulsinanu
« "Can everyone hear me clearly?" naaula@uaudalou
[V
« "Let's wait for everyone to join." S9lKNAAULUISINADU
« "Shall we begin?" ts1SNAUTKL
Technical Check:
e "ls my audio clear?" \@gvuavauvalku
» "Can you see my screen?" ABULKUKUNDDUDVAUIKU



Participating in Video Meetings

Useful Expressions:

. "May | add something?" vawWuLaua:IsTalku

+ "I have a question about that." duiliA1aIuIAgIAUISIVUU

e "Could you repeat that, please?" U'DEIV‘\!Qg'ﬂﬁIKU

« "I think we should consider..." AuAQIILSIAISWIISAUN...
Managing Interruptions:

« "Sorry, | think you're on mute." ydlny duAad1AuUQIdgVDY

e "We can't hear you." lS'IILiIﬁE—JUF]ﬂ.I



Screen Sharing and Presentations

Presentation Phrases:
o "Let me share my screen." IKAUUBSKUIDD
« "Can everyone see this clearly?" qnnuu‘%udﬁn pulkv
o "I'll move to the next slide." Qud:lUaladaalu
e "Any questions about this slide?" fmawnglravaladils

Technical Issues:

[ =

e "I'm having trouble sharing my screen." duidUayKk lunIsuys
KU1DD

o "Can you see my screen now?" Qi\llﬁUKG"lDDUB\)ﬁU(‘IDUﬁ
[V



Common Mistakes to Avoid

Phone Mistakes:
» Speaking too fast watsatauly
e Forgetting to take complete messages Eius“uﬁan:nuf'ia UgSi\j
o Being rude to difficult callers Kﬂ'lUﬂ"lﬂﬁU@[nSﬁ:ﬂ'lﬂ
Video Call Mistakes:
e Forgetting to mute auUQlagv
e Poor camera position A1ttkUvAdavING

o Not testing equipment Iu'nnaauqdnszu’



Key Vocabulary



Thank You



