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CONVERSATION

 Thank you.

IT Design Systems. Raul 
speaking, How can I help? Just a second, I’ll see if he’s in. 

Can I speak to Engineer 
Smith, please?

It’s John Roberts from the 
Human Resources Department. 

I will let him 
know you called. 

Right, that sometime this week if possible. 
Could you please tell him that I’m sending 
a mail with all the information about the 
meeting to read it in advanced?. 

I’m afraid 
he’s not in 
the office at 
the moment. 
Who shall I 
say is calling?

Could you give him a 
message, please?.

Could you repeat the 
last part, please?

Yes, what is 
your message? 

ok, I have the message and I 
will give him as soon as see him. 

Oh, hold on a second, Engineer 
Smith has just arrived 

Mr. Smith,  John Roberts from 
human resources is calling.

Mr. c - Well, I’d like to arrange 
a meeting with him, please.  
As it is urgent, It would be 
better at any time this week. 

Could you also ask 
him to call me back?

OK - I’ll put him through.
Engineer Smith arrives.

Mr. Roberts.  I’m just 
putting you through.

 Thank you so much. 
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