
Recording Personal Voice Mail Greetings

Most voice mail services and answering machines have a default greeting. You can use the default greeting or
record your own. Here are some examples of personal voice mail greetings:

• You have reached 555-347-2109. Please leave a message at the sound of the tone. Thank you.

• Hello. We can’t come to the phone right now. Please leave a short message and we’ll get back to you as soon
as possible. Thank you for calling.

• You have reached the voice mail for Jim and Celia. We’re not available right now, but if you leave a message,
we’ll get back to you as soon as we can. Thank you.

If you are looking for a job and employers may call your home, you may want to have a professional-sounding voice
mail greeting, such as one of the above messages. The message should be in English, it should be recorded by an
adult, and should not include music or jokes.

1 Write your own personal voice mail greeting. Then practise reading it aloud to a partner. Be sure 
to enunciate clearly. If you include your phone number in your message, say the numbers clearly:
5-5-5 pause 2-3-7 pause 2-1 pause 0-9. 

2 Audio 7.6: Listen to two workplace voice mail greetings and fill in the blanks. Answer the
questions below.

1. What information is included in the greetings? 

2. How are they different from the personal voice mail greetings above?

Voice Mail Greeting 1

Hello. You have the voice mail of Susan Walker in

. Today is 

July 3 and I am all day today. Please leave your name and

number and a and I will return your call as soon as possible. For

press 235 to speak to my ,

Cheryl Smith.

Voice Mail Greeting 2

Hello. This is Jim Henderson in . I’m not to

take your call right now. Please leave a message and I will

to you before the . Thank

you for calling.
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