
what to say on voicemail for business
what to say on voicemail for business is a crucial aspect of professional
communication that can significantly influence how clients and partners
perceive your business. Crafting the perfect voicemail message can enhance
your credibility and ensure that your calls are returned promptly. This
article will explore effective strategies for leaving voicemails that convey
professionalism, clarity, and urgency, ensuring your message is heard and
acted upon. We will discuss the essential components of a voicemail, common
mistakes to avoid, and provide examples of effective voicemail scripts
tailored for various business scenarios. By the end of this article, you will
have a comprehensive understanding of what to say on voicemail for business,
enabling you to communicate effectively even when you cannot connect directly
with your contacts.
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Understanding the Importance of Voicemail in
Business

Voicemail serves as a vital communication tool in the professional realm,
particularly when immediate contact is not possible. It acts as a bridge,
allowing you to convey important information and requests to clients,
colleagues, and partners. Understanding its significance can help you utilize
this medium effectively.

In today's fast-paced business environment, the ability to leave a clear and
concise voicemail can set you apart from competitors. Voicemails can provide
a personal touch, demonstrating that you value the recipient's time and are
committed to providing excellent service. Additionally, they offer a written
record of communication, which can be beneficial for follow-up discussions.

Moreover, a well-crafted voicemail can enhance your brand’s image, showcasing
professionalism and attention to detail. This is particularly important in
client-facing roles where first impressions can influence long-term



relationships. By mastering the art of voicemail communication, you can
ensure that your message is not only heard but also acted upon promptly.

Essential Components of a Professional
Voicemail

When leaving a voicemail for business, there are several key components you
should include to ensure clarity and professionalism. Each element
contributes to the overall effectiveness of your message and encourages the
recipient to respond quickly.

1. Greeting

Start with a polite greeting that includes your name and company. This helps
the recipient immediately identify who you are and the purpose of your call.

2. Purpose of the Call

Clearly state the reason for your call early in the message. This allows the
recipient to understand the context and importance of your message without
having to listen to unnecessary details.

3. Call to Action

Encourage the recipient to take specific action, whether it's returning your
call, sending an email, or scheduling a meeting. Be clear about what you
would like them to do next.

4. Contact Information

Always provide your contact information, even if the recipient has it. This
includes your phone number and, if relevant, your email address. Make it easy
for them to reach you.

5. Closing



End with a courteous closing that thanks the recipient for their time. A
positive note can leave a good impression and encourage a timely response.

Common Mistakes to Avoid When Leaving a
Voicemail

While leaving a voicemail may seem straightforward, several common pitfalls
can undermine the effectiveness of your message. Being aware of these
mistakes can help you craft better voicemails that achieve your communication
goals.

1. Speaking Too Quickly

Many people tend to rush through their voicemails, which can lead to unclear
messages. Speaking too quickly may result in important details being missed.
Aim for a steady pace that allows the recipient to absorb the information.

2. Being Vague

Failing to provide specific information can leave the recipient confused
about the purpose of your call. Always include clear details about your
request or the information you are sharing.

3. Overly Lengthy Messages

Long-winded messages can deter recipients from listening to the entire
voicemail. Keep your message concise, ideally between 20 to 30 seconds.

4. Neglecting to State Your Name

Assuming the recipient knows who you are can lead to misunderstandings.
Always state your name and, if necessary, your position or department.

5. Forgetting to Follow Up

Failing to follow up after leaving a voicemail can result in missed



opportunities. Always plan a follow-up, either by email or another call, to
ensure your message was received and understood.

Examples of Effective Business Voicemail
Scripts

Having a template for your voicemails can be incredibly useful for
maintaining professionalism and clarity. Below are several examples tailored
for different business situations.

1. General Inquiry

"Hello, this is [Your Name] from [Your Company]. I'm reaching out regarding
[specific inquiry or topic]. Please call me back at [Your Phone Number] at
your earliest convenience. Thank you for your time!"

2. Client Follow-Up

"Hi [Client's Name], this is [Your Name] from [Your Company]. I wanted to
follow up on our recent conversation about [specific topic]. Please let me
know a good time for us to discuss this further. You can reach me at [Your
Phone Number]. Thank you!"

3. Scheduling a Meeting

"Hello, this is [Your Name] with [Your Company]. I'm looking to schedule a
meeting to discuss [specific topic]. I am available on [provide two or three
options]. Please let me know what works best for you. You can reach me at
[Your Phone Number]. Thank you!"

4. Providing Information

"Hi, this is [Your Name] from [Your Company]. I wanted to provide you with
the information regarding [specific topic]. You can reach me at [Your Phone
Number] if you have any questions. Thank you!"



Tips for Leaving Impactful Voicemails

To ensure your voicemails are not only heard but also acted upon, consider
the following tips:

Practice Your Delivery: Rehearse your message beforehand to improve
clarity and reduce filler words.

Use a Professional Tone: Your tone should reflect professionalism and
confidence.

Be Clear and Direct: Avoid jargon and overly complex language; clarity
is key.

Utilize Pauses: Pauses can help emphasize important points and allow the
recipient to absorb information.

Stay Positive: A positive attitude can influence how your message is
received.

By implementing these strategies and tips, you can transform your voicemail
communication into a powerful tool for your business interactions.

Q: What should I include in a business voicemail?
A: A business voicemail should include a polite greeting, your name and
company, the purpose of your call, a clear call to action, your contact
information, and a courteous closing.

Q: How long should a business voicemail be?
A: Ideally, a business voicemail should be between 20 to 30 seconds long to
ensure it is concise and retains the recipient's attention.

Q: What tone should I use in a voicemail?
A: You should use a professional tone that reflects confidence and clarity,
while also being polite and friendly to create a positive impression.



Q: How can I improve my voicemail responses?
A: To improve your voicemail responses, ensure clarity in your message,
provide a compelling reason for the recipient to call back, and follow up if
necessary.

Q: Should I leave my email address in a voicemail?
A: Yes, it is a good practice to include your email address in a voicemail to
provide the recipient with multiple ways to contact you.

Q: Is it necessary to say my name in a voicemail?
A: Yes, stating your name is essential as it helps the recipient identify who
is calling and makes your message more personal and trustworthy.

Q: How often should I follow up on a voicemail?
A: If you haven’t received a response within a few days, it’s appropriate to
follow up with a polite reminder via email or another call.

Q: Can I use humor in a business voicemail?
A: Humor can be risky in business voicemails; it’s best to keep the tone
professional and straightforward, especially in formal business contexts.

Q: What if I can't think of what to say?
A: If you're unsure what to say, use a template as a guide and focus on clear
communication of your purpose and request.

Q: How do I know if my voicemail was effective?
A: If you receive a prompt callback or response, it generally indicates your
voicemail was effective in conveying your message and prompting action.
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  what to say on voicemail for business: The Complete Idiot's Guide to Business Etiquette
Mary Mitchell, 2000 Business manners in and out of the boardroom are stressed here, with practical
etiquette advice on e-mail, faxes, international travel, pagers, and cellular phones, as well as the
latest dope on how to prooperly shake hands, address a new business acquaintance, and talk on the
phone. Original.
  what to say on voicemail for business: How to Say It: Business to Business Selling
Geoffrey James, 2011-12-06 There are approximately 35 million business to business sales reps in
the country selling everything from books and computers to furniture and flooring. They know as
well as anyone that selling to other businesses is not the same as selling to consumers. Businesses
have different budgets, needs, demands, and expectations from those of general consumers. That
means an entirely different skill set is required of business to business sales reps. How to Say It:
Business to Business Selling is the only book of its kind that caters exclusively to business to
business sales professionals. Its short chapters provide tips and strategies tailored especially for the
unique business to business selling process. You'll learn how to: Motivate Yourself to Sell Craft an
Elevator Pitch Find Hot Sales Leads Make a Cold Call Use Voicemail to Sell Give a Sales
Presentation Write a Sales Proposal Give a Product Demo Negotiate the Best Deal Close a Sale
Create a Powerful Sales Process Sell to Top Executives Build Sales Partnerships Get a Customer
Referral Accelerate Your Sales Cycle With How to Say It: Business to Business Selling you can sell
business to business like a seasoned pro.
  what to say on voicemail for business: 301 Smart Answers to Tough Business Etiquette
Questions Vicky Oliver, 2010-10-06 As times change, so do norms of behavior in the office. 301
Smart Answers to Tough Business Etiquette Questions has the answers you need to survive daily life
in the professional environment. Following the same popular Q&A format of her bestselling 301
Smart Answers to Tough Interview Questions, Oliver will tell you how to get the job and how to keep
it by navigating all the intricacies of the modern workplace. Where other etiquette guides evoke
images of a stilted and stuffy Victorian tea party, Oliver’s witty answers to common questions are
both engaging and accessible. She believes that etiquette is not a throwback to some bygone age,
but has a direct and tangible impact on your career right here and now. Off come the white gloves as
she tears away the corporate veil to reveal things they still don’t teach at Harvard Business School,
such as: Making a good first impression (and how to fix a bad one!) How to behave in elevators,
airplanes, and supply closets Surviving cabs, commutes, and coffee shops Why time is not
necessarily money everywhere on the planet Pre-approved conversational topics from A to Z Dining
rules and regulations for the twenty-first century What to do when you are suddenly unemployed
Electronic communication And much more! 301 Smart Answers to Tough Business Etiquette
Questions will ensure that you know how to conduct yourself in every conceivable professional
interaction.
  what to say on voicemail for business: Small Business Marketing For Dummies Paul
Lancaster, 2013-11-14 Small Business Marketing For Dummies helps you promote your business. It
is designed specifically for the busy small business owner, giving you simple but powerful ways to
spread your message - all at little or no cost. It shows you how to build your company’s profile,
attract new customers and keep them coming back for more. Inside you will learn how to: Create an
achievable marketing plan Use social media and the web to attract and keep customers
Communicate with your customers through winning emails, newsletters, blogs and more Make use
of affordable advertising solutions in print and other media Get great PR for your business
  what to say on voicemail for business: Get Maximum Value - The Sell a Small Business
Authoritative Guide Around90Percent.com, 2010-09
  what to say on voicemail for business: The Complete Idiot's Guide to Business Success
in Your 20s and 30s Robert Sofia, 2009-11-03 Calling all go-getters! Even in this economy, an
outstanding business career for 20- and 30- somethings is possible, and this book can help get them
on the fast track to success. It includes: finding motivation; setting goals; networking; how to work



with and rise through management; and overcoming specific obstacles. ? Addresses an age-specific
set of obstacles and issues ? Author has experience with early business success ? Even more
necessary during the recent economic downturn
  what to say on voicemail for business: Virtual Office Essentials Michelle Jamison, 2010
  what to say on voicemail for business: Business Vocabulary in Use Intermediate with
Answers Bill Mascull, 2010-02-25 Business Vocabulary in Use includes 66 easy-to-use units, with
vocabulary items presented and explained on the left-hand pages and a range of practice exercises
on the right-hand pages. It also includes a comprehensive answer key. The book covers a huge range
of business topics including jobs; people and organisations; production; marketing; finance and the
economy, and business culture. Learners will develop essential business communication skills,
focusing on the language used for meetings, negotiations and presentations.
  what to say on voicemail for business: AI Voice Solutions for Small Businesses - A Practical
Guide Raymond Boodhoo, 2024-12-17 AI Voice Solutions for Small Businesses - A Practical Guide
Unlock the Power of AI for Your Business! Are you a small business owner or manager looking to
streamline operations, enhance customer service, and stay ahead of the competition? AI Voice
Solutions for Small Businesses - A Practical Guide by Raymond Boodhoo is your step-by-step
roadmap to integrating cutting-edge AI technologies into your daily operations without needing a
tech background. What You'll Discover Inside: Real-World Applications: Learn how businesses like
yours have transformed customer interactions and operational efficiency with AI voice assistants.
From a dental clinic reducing appointment no-shows to a real estate agency automating lead
generation, see AI in action. Comprehensive Setup Guides: Get hands-on with detailed, jargon-free
instructions on setting up key AI tools: ChatGPT: Create scripts that make your AI sound natural and
engaging. Vapi.ai: Build your AI voice assistant tailored to your business needs. Make.com:
Automate your workflows to save time and reduce errors. Twilio: Enable professional-grade voice
and SMS communication. Practical Use Cases: Explore case studies across various industries that
will inspire you to think creatively about how AI can work for you. Data Security and Ethical AI:
Understand how to protect customer data and use AI responsibly, ensuring compliance with
regulations like GDPR and CCPA. Future-Proof Your Business: Stay ahead with insights into
emerging AI trends like personalization, voice biometrics, and IoT integration, preparing your
business for tomorrow's challenges. Why This Book? For Everyone: Written for non-tech experts, this
guide makes AI accessible and actionable. Save Time & Money: Learn to implement solutions that
can handle repetitive tasks, freeing you to focus on growth and customer relationships. Improve
Customer Experience: Offer 24/7 availability, personalized responses, and efficient service,
enhancing customer satisfaction and loyalty. What Readers Say: This book changed how I think
about my business. Implementing even just one chapter's advice has made a significant impact! –
Sandra Hunter, Small Business Owner The step-by-step approach made setting up my AI assistant a
breeze. My customers love the personalized touch! – Michael Lammy, E-commerce Store Owner
Start Your AI Journey Today! Whether you're just starting with AI or looking to refine your systems,
this book is your essential toolkit for leveraging AI voice solutions to drive success. Discover how to
make your small business smarter, more efficient, and ready for the future. Details: Author:
Raymond Boodhoo Format: eBook / Paperback Pages: 150 Language: English Publication Date:
December 2024
  what to say on voicemail for business: Business goals 2 Gareth Knight, Bernie Hayden,
Mark O'Neil, 2005
  what to say on voicemail for business: 1,001 Things They Won't Tell You Jonathan Dahl,
2009-01-01 Offers insider knowledge and tips for consumers on one hundred businesses,
professions, and institutions including insurance agencies, real estate brokers, funeral directors,
home builders, dentists, financial planners, plumbers, and personal trainers.
  what to say on voicemail for business: Soft Skills for Business Mr. Rohit Manglik, 2023-11-23
In this book, we will study about interpersonal, leadership, time management, and emotional
intelligence skills essential for success in the corporate world.



  what to say on voicemail for business: Etiquette For Dummies Sue Fox, 2011-02-14 Life is
full of moments when you don’t know how to act or how to handle yourself in front of other people.
In these situations, etiquette is vital for keeping your sense of humor and your self-esteem intact.
But etiquette is not a behavior that you should just turn on and off. This stuffy French word that
translates into getting along with others allows you to put people at ease, make them feel good
about a situation, and even improve your reputation. Etiquette For Dummies approaches the subject
from a practical point of view, throwing out the rulebook full of long, pointless lists. Instead, it sets
up tough social situations and shows you how to navigate through them successfully, charming
everyone with your politeness and social grace. This straightforward, no-nonsense guide will let you
discover the ins and outs of: Basic behavior for family, friends, relationships, and business
Grooming, dressing, and staying healthy Coping with unexpected stuff like sneezing or feeling
queasy Maintaining a civilized relationship Making friends and keeping them Building positive
relationships at work Communicating effectively This book shows you how to take on these
situations and make them pleasant. It also gives you great advice for tipping appropriately in all
types of services and setting stellar examples for your kids. Full of useful advice and written in a
laid-back, friendly style, Etiquette For Dummies has all the tools you need to face any social situation
with politeness and courtesy.
  what to say on voicemail for business: Oregon and the Information Superhighway United
States. Congress. House. Committee on Small Business. Subcommittee on Regulation, Business
Opportunities, and Technology, 1994
  what to say on voicemail for business: The Unofficial Guide® to Marketing Your Small
Business Marcia Layton Turner, 2006-12-18 From the author of the successful The Unofficial Guide
to Marketing Your Small Business, this handy guide provides detailed information on low-budget,
high-impact marketing techniques that produce near-immediate results. Small businesses need a
quick return on their marketing investments, and this book shows the best ways to achieve it. Small
business expert Marcia Layton Turner puts her wealth of business knowledge to work for business
owners who need results now. The Unofficial Guide to Marketing Your Small Business provides
comprehensive, straightforward coverage of everything small and large businesses need to know
about the vital basics of effective marketing. Marcia Layton Turner (Rochester, NY) is the founder of
her own marketing consulting firm and a small business expert who has been profiled or quoted in
such publications as Money, Entrepreneur, and USA Weekend. She is also the author of The
Unofficial Guide to Starting a Small Business (0-7645-7285-7), from Wiley.
  what to say on voicemail for business: Telesales Tips from the Trenches Joe Catal, 2002
  what to say on voicemail for business: Starting a Business All-In-One For Dummies The
Experts at Dummies, 2015-04-15 All the practical advice you need for starting a business Starting a
business? Don't sweat it! Reflecting today's unique opportunities and challenges, Starting a Business
All-In-One For Dummies is packed with everything you need to manage your personal and business
risks and successfully navigate your first year in business. Written in plain English and packed with
simple, step-by-step instructions, it shows you how to start up your dream business from scratch,
write a winning business plan, secure financing, manage your risks successfully, navigate your first
year of operation, and much more! The information inside is amassed from 11 bestselling For
Dummies books, covering everything from franchising and home-based businesses to bookkeeping,
accounting, branding, and marketing. If you're a go-getter looking for a way to launch a great idea
and be your own boss, Starting a Business All-In-One For Dummies prepares you to beat the odds
and become successful in your sector. Covers proven strategies on successfully branding and
marketing your business Includes step-by-step guidance on keeping on top of the books Provides
coverage of employee engagement and motivating employees Offers helpful hints for overcoming
obstacles in starting a business Whether you're an aspiring entrepreneur or an expert looking to
innovate, Starting a Business All-In-One For Dummies is the only reference you'll need to start a
business from the ground up.
  what to say on voicemail for business: Ultimate Small Business Marketing Guide James



Stephenson, 2007-01-01 The second edition of this comprehensive guide introduces new marketing,
advertising, sales and public relations techniques to the 1,500 proven ideas from the first edition. It
adds dozens of new high-tech strategies required to stay one step ahead in today’s highly
competitive global marketplace. Off- and online resources have been updated and new
ones—including blogs and new websites—have been added.
  what to say on voicemail for business: Start Your Own Pet Business The Staff of
Entrepreneur Media, Rich Mintzer, 2023-01-10 The cat’s out of the bag – the pet industry is
booming. From grooming to pet sitting, spas to nutrition, the pet business is teaming with consistent
clientele who want the best for their balls of joy. Animal lovers and aspiring entrepreneurs look no
further, Start Your Own Pet Business is here to unlock your pet-tential. Detailing how to find your
market, create your specific business plan, finance your venture, and obtain permits, Rich Mintzer
and the experts at Entrepreneur guide you every step of the way, so you can dig your paws into the
meat of the matter and maximize your profits. Using this comprehensive blueprint, you’ll discover
how to: Locate and enhance your customer base Establish your business as a legal entity Navigate
insurance, licensing, and expenditures Construct your individualized business plan Set up your base
of operations for maximum productivity Every dog has its day, and today is yours! Join the pack of
successful entrepreneurs with Start Your Own Pet Business as your go-to guide.
  what to say on voicemail for business: Running For Local Office For Dummies Dan Gookin,
2019-08-20 Get ready to run for—and win—that local election! In the land of opportunity, just about
anyone who qualifies as an elector can seek public office. Some do it on a whim, some are urged to
run, and some want to use their time and talents to make a difference in their local community. If
you want to know how to prepare for a run, which steps to take beforehand, and how the process
goes from announcement to campaigning to election day to the swearing-in ceremony—this book has
you covered. Find out what it’s like to run for local office as a first-time candidate Explore the
introspection required and the study necessary to make such a run effective Deal with marketing,
fundraising, interacting with the public, and dealing with opponents Encourage and help others to
make a run for local office Though only one person ultimately wins a seat, nobody does it without a
wide network of support. Running For Local Office For Dummies is your ticket to navigating every
step on the road to winning that election.
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definitions, usage, and quotation evidence
say - Dictionary of English The verb say does not take a person as its direct object, only a word or
clause: He said a few words and sat down. If a person is mentioned after say, the word to must be
used before it: He
SAY definition and meaning | Collins English Dictionary You use say in expressions such as I
would just like to say to introduce what you are actually saying, or to indicate that you are
expressing an opinion or admitting a fact
How to pronounce Norwalk | How to say Norwalk in English? Pronunciation of Norwalk with 24



audio pronunciations, 1 meaning, 5 translations, 22 sentences and more for Norwalk
SAY Synonyms: 205 Similar and Opposite Words - Merriam-Webster Synonyms for SAY: tell,
talk, utter, speak, discuss, share, state, give; Antonyms of SAY: suppress, stifle, read, doubt,
question, wonder (about), challenge, disagree (with)
Did Ted Cruz say, 'Let's stop attacking pedophiles'? Yes, but it's 5 days ago  Cruz truly — and
mistakenly — said the words, "How about we all come together and say, 'Let's stop attacking
pedophiles,'" so we've rated this claim a correct attribution
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