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Taking partin an internatonal telephoneconferenceis very demanding. It requires a greatdeal of
concentation. Here areén ips b hep you b partcipake propey.

1: Call from a quiet location

This helps your concentation and prevens you from being distracted from the cal. It also helps the
otherparicipans in the conferenceTheywill not be disturbedby backgrounchoisefrom your locaton.
Thisis very importantwhenthereareseveralkecondanguagepeakersrom differentpart of theworld
involved. Background nee can redy interfere n our undersinding of each dter.

2: Avoid rustling papers

We usualy havea pile of backgroundpapersin front of us during the call. Try not to shufle them
noisily asyoutry to find the approprate docunent Therusting of paperseens to be magnfiedoverthe
phone and can be verystlirbing for he oher paricipans.

3: Use quality headsets

Avoid mobile phonesor cordlessphonesThey oftencreae a backgrounduzzing noiseor atinny sound
which can ao dsturb the ohers.

4: Don't multi-task

It's very tempting to answer a few emails on your lapop during a telephoneconference afterall, noone
canseeyou andyou arestll listening to whatis being sad. But don'tdo it! First of all you might miss
out on sonething important and second.,it's rude. You would neverdo this in a face-b-face meetng.
And if the ohers hearhte apping of you apiop keys, hey will resentit enornously.

5: Announce when leaving / returning

Make sure the other paricipans know when you are leaving the call or when you are entering or
returning o the conference. &t needa tell thembecausehtey can'isee youdave or rairn.

6: Ask for breaks

In long telephoneconferencesskfor bio breaksor for "quick stretches".We arenot justears!The rest



of our bodies needsone attenion too. If we areworking in a secondlanguageshortbreakshelp the
concentation and gie you tme  reflecton howthe cal is going.

7: Speak slowly

Speak at the speedyou want to be spokento. This is important when you have naive speaker
paricipans. Theywill often mirror the speedof the other paricipans. So give thema goodexanple to
follow so hatyou are notoninualy asking themto slow down.

8: Speak clearly

Everyonehas an accent Your accentcan be difficult to undersand if the othersare not usedto it.
Accens areexaggeratd overthe phone.So speakclearly. Get sore feedbackon how you soundon the
phone. If you have arsing accentslow down and aticulate your words.

9: Be enthusiastic

Put sone enegy and enthusiasm into your voice. The others cannot see your enthusiasic facial
expressin - so you have to show it by the way you speak.Enegeic voices enegise the other
paricipans. Enegeic voicesareeaser to listento. Enegeic voicesunderine the key messageso that
misundersindings areéss frequent

10: Describe body language

Tell the ohers whatyou are daig.

I'm nodding my head vigorously in agreement with what Frank said.

I'm smiling at what Mary said there.

I'm waving my arms to get your attention - not that that helps!

You don'twantto overdoit. But justoccasonaly usea descrption of your bodylanguagedo enphasse
or reinforce a nessage.

If you follow theseten rules, your paricipaion in telephoneconferenceswill be improved and
apprecated.

And if you'd like to learn more, just buy yourself a copy of Ken's new book Fifty ways to improve your
Telephoning and Teleconferencing Skills (Summertown Publishing, ISBN 978 1 905992 06 5).

READ MATTHEWS Lope de Vega 36, 28014 Madrid, Spain
e-mail: rm@re admatthews.com - Voice: (+34) 914 292 115 - Fax: (+34) 913691 965
© R ead Matthews. Last upda ted on Tuesday, July 15, 2008



