
L E Ç O N  D ’ A N G L A I S  
 

How to…  parler au téléphone sans bafouiller. 
 
 
Etre « fluent » en toute circonstance cela aide dan s la vie 
professionnelle. A la parution de chacun de ses num éros Tezorus 
Magazine, vous offre un cours de « rattrapage ». 
 
LES USAGES A RESPECTER 
 
Always state your name and title or department when  calling or receiving a phone 
call, even if it is your direct line. 
 
Examples:  

·  This is Janet White, Sales Manager. How can I help you? 
·  This is Jonathan Plant, Logistics Manager at Smythe Industries. May I speak with 

Mr. Penny, please? 
 
Do not leave someone on hold for more than one minu te without returning to the 
caller and asking if the person would like to conti nue to hold or to leave a message. 
 
Example: 

·  Mr. Plunk’s line is still busy, would you like to continue to hold the liner or would you 
like to leave a message? 

 
 
It is uncommon for a secretary to ask you to leave a message directly on someone’s 
voice mail. 
 
It does not mean that your call is unimportant. It is easier for the person you are 
calling to get you message. 
 
Example:  

·   Mrs. White is not available at the moment, would you like to leave a message on 
her voice mail? 

 
When spelling over the telephone to be understood clearly, we often use:  
 
A as in Alpha; B as in Bravo; C as in Charlie; D as in Delta; E as in Echo; F as in Foxtrot;  
G as in Golf; H as in Hotel; I as in India; J as in Juliet; K as in Kilo; L as in Lima; M as in 
Mike;  
N as in November; O as in Oscar; P as in Papa; Q as in Quebec; R as in Romeo; S as in 
Sierra;  
T as in Tango; U as in Uniform; V as in Victor; W as in Whiskey; X as in X-ray; Y as in 
Yankee;  
Z as in Zulu.  
This is from the NATO phonetic alphabet created in the 1950’s. 

 



 
QUELQUES REGLES DE BON ANGLAIS 
 
Quand utiliser could / can plutôt que may 
 
When using the telephone, we often use modal verbs. These are verbs that do not have 
an “s” in third person singular and do not use the auxiliary (do/does/don’t/doesn’t).  
 
Examples: 

·  May Mr. Stumble call you back in five minutes? 
·  He can’t speak to you at the moment, he is with a client. 
·  He could call you on Wednesday if you like. 

 
In the past, “can” was used to explain ability (“she can write business letters”) and “may” 
was used for permission or requests (“May she call you tomorrow afternoon?”). However, 
as with all languages, it has evolved and today it I not uncommon to hear: “Can she call 
you tomorrow afternoon?” “Could” is more formal than “can”. 
 
 

RESULTATS DE L’EXERCICE DU MOIS  
 
1: picked up the telephone 
2: busy signal 
3: call/phone back. 
4: hung up. 
5: to hold. 
6: is breaking up. 
7: put you through. 
8: caller ID. 
9: screening my call. 
10: extension. 

 
 
 
 
 
 
 
 
 
 
 
 



 


