what to say on a business voicemail

what to say on a business voicemail is an essential skill for professionals who want to convey
their messages effectively while maintaining a polished and professional image. Crafting the perfect
voicemail can make a significant difference in how recipients perceive you and your business. In this
article, we will explore the key components of a successful business voicemail, provide examples of
effective messages, and offer tips on how to enhance your voicemail communication. By
understanding what to say and how to say it, you can ensure that your voicemails leave a lasting
impression.

The following sections will cover the structure of a business voicemail, the importance of clarity and
professionalism, examples of effective messages, and common pitfalls to avoid.
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Understanding the Structure of a Business Voicemail

To create an effective business voicemail, it is crucial to follow a structured approach. A well-
organized message helps ensure that your recipient receives all the necessary information without
confusion. The typical structure of a business voicemail includes the following elements:

Greeting

Start your voicemail with a polite greeting. This establishes a friendly tone and shows respect for the
recipient's time. For instance, you can say, "Hello, this is [Your Name] from [Your Company]."

Purpose of the Call

Next, clearly state the purpose of your call. Be concise and direct, so the listener understands why
you are reaching out. For example, "I'm calling to discuss our recent project proposal.”

Key Information

Provide any essential details that the recipient needs to know. This might include deadlines, specific
questions, or requests for information. Ensure that you present this information in a logical order to



avoid overwhelming the listener.

Call to Action

End your voicemail with a clear call to action. This prompts the recipient to respond or take the
necessary next steps. You might say, "Please call me back at your earliest convenience" or "I look
forward to hearing from you soon."

Closure

Finally, wrap up your voicemail with a courteous closing. Thank the recipient for their time and
reiterate your name and phone number for easy reference.

The Importance of Clarity and Professionalism

Clarity and professionalism are vital components of effective voicemail communication. When
leaving a business voicemail, you want to ensure that your message is easily understood and conveys
a sense of credibility.

Clear Communication

Using clear and simple language helps to avoid misunderstandings. Speak slowly and articulate your
words, especially when providing your contact information. If your message is convoluted or filled
with jargon, the recipient may not grasp the key points, leading to confusion or a missed connection.

Professional Tone

Maintain a professional tone throughout your voicemail. This includes avoiding slang, overly casual
language, or emotional expressions. A professional tone reflects your seriousness and respect for the
recipient, enhancing your reputation in the business world.

Consistent Voicemail Style

Developing a consistent voicemail style can also help reinforce your professionalism. This includes
using a standard greeting, similar phrasing for key information, and a uniform closing. Consistency
in your voicemails helps recipients recognize your messages and builds familiarity over time.

Examples of Effective Business Voicemails

Examples can be incredibly helpful in illustrating how to effectively structure your voicemail. Here
are a few scenarios and the corresponding voicemail messages.



Example 1: Follow-Up Call

"Hello, this is Jane Doe from ABC Marketing. I'm following up on the proposal I sent last week
regarding our digital marketing services. If you have any questions or need further information,
please feel free to reach out. I look forward to your feedback. My number is 555-123-4567. Thank
you!"

Example 2: Scheduling a Meeting

"Hello, you've reached John Smith at XYZ Corporation. I would like to schedule a meeting to discuss
our collaboration on the upcoming project. Please give me a call back at 555-987-6543 so we can
find a time that works for you. Thank you!"

Example 3: Request for Information

"Hi, this is Emily Johnson from 123 Consulting. I'm calling to request an update on the status of our
order. Please let me know when you have a moment. You can reach me at 555-432-1098. Thank you
for your assistance!"

Common Pitfalls to Avoid

When leaving a business voicemail, there are several common pitfalls to be aware of that can
undermine your message's effectiveness.

Being Too Long-Winded

One of the most significant mistakes is leaving a voicemail that is too long. Aim to keep your
message concise, ideally under a minute. Recipients may not have the time to listen to lengthy
messages, which could lead to important information being overlooked.

Failing to State Your Contact Information

Always remember to clearly state your contact information, including your name and phone number.
This is crucial for ensuring the recipient can easily return your call. Repeat your phone number at
the end of the message for clarity.

Neglecting to Speak Clearly

Speaking too quickly or mumbling can make your voicemail difficult to understand. Practice
speaking slowly and clearly, and consider using a script if you are nervous or unsure about what to
say.



Final Tips for Voicemail Success

To enhance your voicemail skills further, consider the following tips:

e Practice regularly to improve your delivery.

e Listen to your own voicemails to identify areas for improvement.
¢ Adjust your tone and pace based on the nature of the message.
e Use a professional voicemail greeting on your device.

e Always follow up on important messages if you do not receive a response.

By incorporating these strategies and understanding what to say on a business voicemail, you can
improve your communication skills and leave a positive impression on your professional contacts.

Q: What should I include in my business voicemail?

A: In your business voicemail, you should include a polite greeting, a clear statement of the purpose
of your call, any key information the recipient needs, a call to action, and a courteous closing with
your contact information.

Q: How long should my business voicemail be?

A: Ideally, your business voicemail should be concise and last no longer than one minute. This allows
you to convey your message effectively without overwhelming the recipient.

Q: Why is tone important in a business voicemail?

A: Tone is crucial in a business voicemail because it reflects your professionalism and respect for the
recipient. A positive, professional tone can enhance your credibility and encourage a prompt
response.

Q: Should I use a script for my voicemail?

A: Using a script can be helpful, especially if you are nervous or want to ensure you include all
necessary information. However, practice delivering it naturally to avoid sounding robotic.

Q: How can I make my voicemail more effective?

A: To make your voicemail more effective, focus on clarity, keep it concise, state your contact
information clearly, and maintain a professional tone throughout your message.



Q: What are common mistakes to avoid in business
voicemails?

A: Common mistakes include being too long-winded, failing to state your contact information,
speaking too quickly or unclearly, and neglecting to include a clear call to action.

Q: How often should I check my voicemail?

A: Tt is advisable to check your voicemail regularly, at least once a day, to ensure you respond
promptly to any messages received, particularly those that may require immediate attention.

Q: Can I leave a voicemail for someone I don’t know?

A: Yes, you can leave a voicemail for someone you don't know, but it is essential to maintain a
professional tone and clearly state your purpose to maximize the chances of a response.

Q: What should I do if I receive no response to my voicemail?

A: If you receive no response to your voicemail within a reasonable timeframe, it's appropriate to
follow up with another call or send an email to ensure your message was received and to reiterate
your request.
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