 Miami Township Fire & EMS

Training Division

Competency # : FF1-35  

Competency Name: Receiving Business Telephone Call
Objectives: Demonstrate receiving a business telephone call and relaying information to the appropriate individual.

References: IFSTA Essentials of Firefighting 4th Edition, Chapter 18

Equipment/Tools: Telephone prop, paper and pen.

	DID THE EMPLOYEE:
	CRITICAL STEP
	PASS
	FAIL

	1.
	Answers call promptly.
	
	
	

	2.
	Identifies self to caller, includes department name and rank.
	
	
	

	3.
	Takes a detailed message that includes date, name, time, caller’s name and call back number and brief call reference.
	X
	
	

	4.
	End call courteously.
	
	
	

	5.
	Delivers message promptly.
	X
	
	


DATE: ___________________________________

EMPLOYEE ID#: ___________________

EMPLOYEE NAME: _____________________________________________________________

EVALUATOR NAME: ____________________________________________________________

INFORMATION TO BE PROVIDED TO EMPLOYEE WHEN IT IS ASKED FOR:

This is Jim Parks at the bank; may I speak with the Chief?

(Chief not in)

I need to speak with the Chief about a building project we are starting here at the bank and I need to know about water availability for the fire control in our area.

My phone number is 555-1122.

I am in the office each day from 0900 – 1700 M-F.

