T.11.1.1
HR Assistant: Good afternoon, Sunrise Technologies. This is Laura speaking. How can I help you?
James: Hello, this is James Carter. I’m calling about my job interview for the marketing position.
HR Assistant: Of course, Mr. Carter. Let me check... Yes, we would like to schedule your interview this week. When would you be available?
James: I’m free on Thursday or Friday afternoon.
HR Assistant: Perfect. Our manager is available on Friday at 3 p.m.. Would that work for you?
James: Yes, that’s fine — Friday at 3 p.m.
HR Assistant: Great! So your interview is confirmed for Friday, June 14th, at 3 p.m., at our head office on Green Street.
James: Thank you very much.
HR Assistant: You’re welcome. Please bring your CV and portfolio.
James: I will. See you on Friday!
HR Assistant: See you then. Goodbye.

T.11.1.2
Mr Brown: Good morning.
Daisy: Good morning. May I speak to Mr George Brown, please?
Mr Brown: Speaking. Who’s calling?
Daisy: This is Daisy Green. I’ve applied for the sales manager position at your company. I received an e-mail asking me to call and schedule an interview.
Mr Brown: Yes, Ms Green. Thank you for calling. Would it be possible for you to come in next week?
Daisy: Yes, that would be great.
Mr Brown: How about Tuesday at 10 a.m.?
Daisy: I’m afraid I have a meeting that morning. Could we arrange it for the afternoon?
Mr Brown: Let me check… Yes, I’m available at 2 p.m. on Tuesday. Would that work?
Daisy: Yes, that works perfectly.
Mr Brown: So your interview is scheduled for Tuesday, 15th of November, at 2 p.m. at our main office on King Street.
Daisy: Thank you very much, Mr Brown.
Mr Brown: You’re welcome, Ms Green. Could you also please bring a copy of your CV and a letter of recommendation?
Daisy: Of course. I’ll bring them.
Mr Brown: Great. See you on Tuesday!
Daisy: See you. Have a nice day!
Mr Brown: You too. Goodbye.

