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È¹<l�8 
È¹%d8Ï�9(�.7�mU�!OKÐ 

Hello. This is KIARIS Company(��). May I help you? 

 
¦�'¹
��*7;�6$��Ï�6��È¹<MTOG%�8Ð 

 I am sorry. I don’t speak English. Please hold. 
 
¦�'¹
²�k7%���Ï1	U!¸� 16	Ð 

I am sorry. Could you say that again? 
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ph<²����Ïµ�§� �ph<²�.�4	Ð 

 May I have your name? 
 
��±%ÀÂ�8�Ï�� �������!1��Ð 

 One moment, please. I will transfer to Hitoshi. 
 
��±
Xt'� 
 He is on the phone now.� ÏÈ¹YÐ 
 He is in the meeting now.� Ï^¾YÐ 
 He is out of office now.� ÏwdYÐ 

 
�7Á�È¹�8�"_
8� 

 I will let him call you back later. 
 
NDCTA<k8� 

 May I take a message? 
 
¦�'È¹¤n<²���� 

 May I have your phone number? 
 
�'\'È¹!5�a	¶¡<j��.�4		 

 
È¹<��8� 
Good morning/afternoon/evening.  ����<¸	 
This is Keiko at KIARIS (��).  ©p<¸	 
This is Keiko from Sales department�����. � Å¯p<¸	 
Could I speak to Keiko?   ¹���[<r=!16	 
 I’m calling about …   ·]<¸	 
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¦�
Xt'� 
Can I leave a message for him?  � � � NDCTA<����'!�
 
Could you tell him that I called, please? � � � È¹
����"<_
 16	 
Could you ask him to call me back, please?� �7Á�<�Í��8 
Ok. I’ll call back later.� � � � � � � � � � � � �7Á�È¹�8�"<_
8 

 
È¹%!8 

(Company name), this is Keiko. How may I help you?� ©p"ph<pZ8 
Marketing department, Keiko speaking.    Å¯p"ph<pZ8 
Please pick up the phone.   \'[%È¹<k� 16	 

 
¦�'ph<�� 

May I have your name please?  �ph<Ê�.��Ñ 
Who am I speaking with?  #�6�!�4	�Ñ 
May I ask who’s calling?  #�6�!�4	�Ñ 

 
²�9�[<�� 
Sure, let me check on that.  (���']%�� ¼,.� 
Let me see if she’s available.  �y
ÏÈ¹Ðd698�²� /.� 
Sure, one moment please.   (�������W�� 

 

�� 16	 

Can I put you on hold for a minute? �����Ê� 5:��!��Ñ 
Do you mind holding while I ….? �'Æ����Ê�.��Ñ 
He is on the other line.   �(\'È¹%d �.� 
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NDCTA<Ë�8 

He is not available at the moment. Would you like to leave a message? 
He is out of the office right now. Can I take a message? 

 
È¹<ÀÂ�8 
I will transfer your call.   È¹<ÀÂ���.� 

 
ÆÄ�È¹<l�� 
I think you have the wrong number. ¤nÆÄ��"��.� 

 
È¹<e6$� 
I won't hang up.   ª(ÏÈ¹<Ðe7.�= 
Please do not hang up.   #	�e6�%���W�� 

 
È¹<e8 

Thank you very much. Have a good day. 
 
È¹^¹«!a	bg$¢º 
One moment. ;�6$��("%���� 16� �i�<r-	Î 
May I � ph<²����¤n<²����$#�Í��8�(��1bg 
Hang up   �  “hang” "�	'(�����8�"�	�"!� 

        l¹s<��8"È¹
e98"�	�"	 
Pick up the phone  � È¹%d8	 
Transfer � �  eNTO1o�!�
��ÀÂ��8�"	 

^©'x�³È¹�"�Ã%a�.�&	 
Voice Mail �  �;38£|È'�"!�	 
Message  �  NDCTA 

 


