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Kindly contributed by Cathy Barton cathy.barton@glasgowmet.ac.uk Glasgow Metropolitan College 
For Catering NVQ1-2 students (making phone calls to arrange interviews with local chefs in order to obtain information about local hospitality provision).   
L1-2 Literacy: SLc/L1.2 (L2.2) Make requests and ask questions to obtain (detailed) information in familiar and unfamiliar contexts - adapting level of 
formality to suit situation (and wording questions carefully, asking follow-up ones to probe further if necessary). 

 
 

Making a phone call 
 
 
 

1. What is the purpose of the phone call in Local 
Hospitality provision? 

 
 
 

2. What type of language should you use? 
 
 
 

3. What four things are needed before you make your 
phone call? 

 
 
 

4. What should you ask first? 
 
 
 

5. How would you introduce yourself? 
 
 
 

6. What questions should you ask? 
 
 
 

7. What should you make sure of before you end the 
phone call? 
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