
Identifying Yourself on the Phone

Many companies have their own guidelines for how employees answer the phone. For example, an employee may
answer the phone by giving just his/her first name, his/her first and last names, or the name of the department or
company he or she works for. It often depends on the workplace culture and the size of the company. Here are
some examples of typical workplace greetings:

• Cooper Accounting Services. How can I help you? • Good morning. Economy Movers.
• Good afternoon. Dr. Ramen’s Office. • Norman Walker speaking.
• Human Resources. Michael Best speaking. • Hello, Benefits Department.
• Town of Grimsby Public Works. Tamara Bolnik speaking.

1 With a partner, discuss possible greetings for each of the following situations. 

1. You are an assistant accountant in a large corporation (Billings and Sons Inc.). You do not receive
calls from outside clients. 

2. You are the receptionist at your LINC centre. You receive calls from outside callers requesting
information.

3. You are responsible for taking orders in a small manufacturing company (Tops Manufacturing). 
You take calls from customers all day. 

4. You do the payroll for a small printing company (Major Press). Usually you receive just calls about
payroll issues from staff. 

5. You work in the appliance department of a large department store (Zee’s Department Store). 
You receive calls from other staff at the store as well as customers enquiring about the availability 
of certain appliances.

2 Match each greeting with a situation. Then, discuss in what situations you would not need to
identify yourself when making a phone call. Explain why.

1. Hi. It’s Joan. a. You say this in when the person you’re calling does 
not know you and you need to introduce yourself.

2. Joan Andrews speaking. b. You may say this when answering the phone at work.

3. My name is Joan Andrews and c. You say this when answering the phone at work.
I’m calling from ABC company.

4. You have reached Joan Andrews. d. You say this in a phone call to request information.

5. This is Joan Andrews. We spoke e. You say this on your voice mail greeting.
last week at the conference.

6. Here is Joan Wallis. f. You say this when the person you’re calling knows 
you very well. It’s informal.

7. Hello. I wonder if you could tell g. You say this in a phone call or in a voice mail 
me if you have any quarter-inch message when the person you are calling knows 
plywood in stock? you but not well, and you want to be more formal.

8. Sudsy Carpet Cleaning. How may h. We don’t use this expression on the phone.
I help you?
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