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Questions:  

No.  CONCEPT IN BRIEF: Personal and Telephone Callers 

1.  

a) Differentiate between personal and telephone callers. 

 

b) State 3 tips on answering telephone calls in an office. 

 

 

 CONCEPT IN BRIEF: Personal and Telephone Callers 

2.    

a) How are the customers welcomed in an office? 

 

b) List the three categories of visitors to an office. 

 

 

 CONCEPT IN BRIEF: Personal and Telephone Callers 

3.   

a) Explain why professional voice and manner is to be used all the time when 

dealing with customers. 

 

 


