TELEPHONE SKILLS
Business telephone etiquette are not trivial. It is very surprising that these daily skills are taken for granted by people at work. People generally think that they are good in their telephone communication. Only those who listen on the other side will be able to tell us whether we are proficient in our telephone skills or not. Very often, you will hear some gruff, cold greetings, and indifferent tone, and also some discourtesies. Certainly, these are not the standard business etiquette for telephone communication.
Since it is an oral form of communication the vocal quality is the most important medium of communication. Impressions are formed from the words, the tone and the quality of the voice of the speaker. Therefore, if the voice quality is poor and the tone is harsh, the speaker needs to polish up his/her telephone communication skills.

A few functional tips:

· Before you dial, ensure exactly what you would like to say. If there are too many points, it is better to make a list and tick them off as you proceed.

· If you are making the call, hold the mouthpiece at a little distance from your mouth, drop your voice into warm friendly tone and open your dialogue with “May I speak to…This is so and so speaking”.

· If it is going to be a long talk, find out whether the receiver has enough time to listen to what you have to say.
· Like all effective communication units, telephone communication needs to be properly structured. Short sentences, simple words and precise meanings are of great importance. 

· As you speak, do not hesitate to use gestures like moving your hand or keeping a smiling face or nodding your head. These are after all the illustrators that reinforce your message.

· It is important to smile while talking on phone; else you may come across as a very stern un-cooperative person.

Finally, it is important to note that “Hello who is talking” a most offensive telephone etiquette. It must be erased from speaker’s vocabulary.

