
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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