Name:      
Lesson 2.2 Using Telephone and E-mail
Manager Tips

· The person answering the 
· 
 for a business is the       for that company and plays a significant role in the       or       of the business.

·      cannot be transmitted through the       of an e-mail.  They are introduced when programs or       are     .  It is important to       for viruses.

Helping Managers

·      will record all sales and service orders on a     .

· The manager must       on businesses that order mobile phones and       to make the installations, but there is no installation record for orders for cell phones.

· United Communications will send telephone bills on       and       to all Pettisville businesses.

Business Ethics

· Many businesses       the sites accessed by their       and the contents of their e-mails.  It is a common occurrence today to see employees dismissed from their jobs because of       use of the     .

Career Paths

· Communication Skills are essential for success in the following careers:

· A     
· E     
· J     
· P     
· R     
· R     
· S     
· T     
· T     
· W     
· When answering the telephone, be      , and       the line as      .

· Identify       immediately.

· Speak      , pleasantly, enthusiastically, and     .
· Be prepared when placing a call

· Gather all of the      
· When taking a telephone message include:

· T     
· N     
· T     
· M     
· Y     
· E-mail software contains the following parts:

· I     
· O     
· A     
· H     
· A     
· B     
· S     
· E-mail is      
· It can promote       as well as      
· E-mail is not      
· Others can access your email, including your      
