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Task Title: Write a Telephone Message

Learner Information and Tasks:

Workers often need to take a telephone message for another worker or for their supervisor. It is

important to get all of the information from the caller so that the person receiving the message can
call back or can do what the caller requests.

Task 1: Read the following telephone message and write the information into the telephone
message form attached.

Hello, this is a message for Rachel. This is Bill Gordon from Sweet Home Real
Estate calling. Can you please call me back? My cell phone number is
705-822-5951. It is urgent that | reach you!

Message:

Telephone Message Form:
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Phoned Call back Call returned Wants to see you Will call again Was in Urgent
Step 1 Step 2

Click to Save file

Submit Form

Save file with your first
name and last initial
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