Communicating Effectively with School Officials

Dialogue 1

(on the phone)

	A:  Crossroad Elementary School.  How may I help you?

	B:  I would like to speak with Mrs. Miller, please.

	

	A:  OK.  Wait a moment and I’ll connect you to her room.

	B:  Thank you.


(phone rings)

	A:  Hello. This is Mrs. Miller’s room.

	B:  Mrs. Miller?

	

	A:  No. This is her assistant, Ms. Williams.  May I help you?

	B:  Yes. I am Josh’s father.  I am calling because he needs to be a car rider this afternoon.  He usually rides the bus home, but no one will be there today.

	

	A:  I will be sure that he is out front this afternoon.  Will you be picking him up?

	B:  No, my wife will be the one to pick him up.  

	

	A:  OK.

	B:  One more thing…

	

	A:  Yes.

	B:  I would like to schedule a conference with Mrs. Miller.  I wasn’t very happy with Josh’s report card.

	

	A:  OK.  Mrs. Miller isn’t here right now, but I’ll have her call you back.

	B:  OK.  Thank you.

	

	A:  You’re welcome. Bye.

	B:  Goodbye.


