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outgoing business voicemail message examples are essential tools for ensuring
effective communication in a professional setting. A well-crafted voicemail
message can convey professionalism, provide necessary information, and set
the right tone for your business. This article will explore various types of
outgoing business voicemail messages, including examples for different
scenarios such as general inquiries, after-hours messages, and specific
departments. We’ll also delve into best practices for writing these messages,
ensuring they are concise, informative, and engaging. By the end of this
article, you will have a comprehensive understanding of how to create
effective voicemail messages that leave a positive impression.
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Understanding the Importance of Voicemail
Messages

OQutgoing business voicemail messages serve as a vital communication tool in
today’s fast-paced work environment. They allow businesses to maintain
professional interactions even when employees are unavailable to take calls.
A voicemail can often be the first point of contact for potential clients or
partners, making it crucial to leave a lasting impression. In addition,
voicemail messages provide callers with the information they need to take the
next steps, whether that is leaving a message, sending an email, or calling
back later.

Moreover, voicemail messages can help set the tone for the business
relationship. A friendly and professional voicemail can reassure clients and
customers of the service they can expect, while a vague or poorly structured
message may result in confusion or frustration. Thus, understanding how to
create effective outgoing business voicemail messages is essential for any
professional.



Key Elements of Outgoing Voicemail Messages

Crafting an effective outgoing voicemail message involves several key
elements that contribute to clear communication and professionalism. Here are
some of the most important aspects to consider:

e Clarity: Ensure your message is easy to understand. Speak clearly and at
a moderate pace.

e Conciseness: Aim to keep your message brief while including all
necessary information. Most callers appreciate a straightforward
approach.

e Professional Tone: Your tone should reflect your business's values.
Maintain a friendly yet professional demeanor in your voice.

e Information: Include essential details such as your name, position, and
the best way for them to reach you or leave a message.

e Actionable Next Steps: Guide the caller on what to do next, whether it’s
leaving a message, contacting another person, or calling back later.

Incorporating these elements into your outgoing voicemail messages will
enhance your communication and foster a professional image for your business.

Examples of Outgoing Business Voicemail
Messages

Here are various examples of outgoing business voicemail messages tailored
for different scenarios. These examples can be customized to fit your
specific business needs or preferences.

General Inquiry Voicemail

“Hello, you'’ve reached [Your Name] at [Your Company]. I'm currently unable to
take your call, but your inquiry is important to me. Please leave your name,
contact number, and a brief message, and I will return your call as soon as
possible. Thank you!”

After-Hours Voicemail

“Thank you for calling [Your Company]. Our office is currently closed. Our
regular business hours are [insert hours], and we will be happy to assist you



during that time. Please leave your name, phone number, and a brief message,
and we will return your call on the next business day. Have a great day!”

Department-Specific Voicemail

“You’ve reached the Sales Department at [Your Company]. I'm currently
unavailable to take your call. Please leave your name, contact information,
and details about your inquiry, and a member of our team will get back to you
shortly. Thank you for your interest in our services!”

Personalized Voicemail for Client Calls

“Hello, this is [Your Name] from [Your Company]. I'm sorry I missed your
call. Your business is very important to me. Please leave your name, number,
and a brief message about how I can assist you, and I will get back to you as
soon as I can. Thank you for calling!”

Best Practices for Crafting Voicemail Messages

To ensure your outgoing business voicemail messages are effective, consider
the following best practices:

e Update Regularly: Review and update your voicemail messages periodically
to ensure they reflect your current situation and contact information.

e Use a Script: Consider using a script to maintain consistency and ensure
you include all important points in your message.

e Practice Your Delivery: Practice your voicemail message to ensure
clarity and confidence in your voice.

* Keep It Professional: Avoid using slang or overly casual language. A
professional tone is essential in business communications.

e Test Your Voicemail: Periodically call your own voicemail to listen to
the message and make adjustments as needed.

By following these best practices, you can ensure your voicemail messages are
not only professional but also effective in communicating with clients and
colleagues.



Conclusion

OQutgoing business voicemail message examples are crucial for maintaining
effective communication in a professional environment. By understanding the
importance of these messages, incorporating key elements, and following best
practices, you can create voicemail messages that leave a positive impression
on callers. Whether you are responding to general inquiries, providing after-
hours information, or managing department-specific calls, your voicemail
messages should be clear, concise, and professional. Taking the time to craft
thoughtful and well-structured voicemail messages will enhance your
business's reputation and improve client relations.

Q: What should I include in a business voicemail
message?

A: A business voicemail message should include your name, the name of your
company, a brief explanation of your unavailability, and clear instructions
for the caller, such as leaving their name and number. You may also want to
provide an alternative contact if applicable.

Q: How long should my voicemail message be?

A: Ideally, your voicemail message should be between 20 to 30 seconds long.
This duration allows you to convey essential information without overwhelming
the caller.

Q: Can I use humor in my business voicemall message?

’

A: While a light-hearted tone can be appropriate in some industries, it
generally best to maintain a professional tone in business voicemail
messages. Humor can be misinterpreted, so consider your audience before
including it.

S

Q: What if I receive many calls outside of business
hours?

A: In this case, it’'s essential to have an effective after-hours voicemail
message that clearly states your business hours and encourages callers to
leave a message for a timely response when you return.

Q: How often should I update my voicemail message?

A: You should update your voicemail message whenever there is a change in
your contact information, job role, or if you are unavailable for an extended



period. Regular updates ensure that your message remains relevant and
accurate.

Q: Is it necessary to mention my business hours in
my voicemail?
A: Yes, mentioning your business hours in your voicemail message is helpful

for callers to know when they can expect a response, especially if you are
unavailable.

Q: Should I provide an alternative contact in my
voicemail message?

A: Providing an alternative contact can be beneficial, especially for urgent
matters. This ensures that callers have another option for assistance if
necessary.

Q: How can I make my voicemail message sound more
professional?

A: To sound more professional, speak clearly, use a friendly tone, and avoid
filler words. Practicing your message and using a script can also enhance
your delivery.

Q: What is the best way to handle calls from unknown
numbers in my voicemail?

A: In your voicemail, you can encourage unknown callers to leave a message
with their name and purpose of the call. This helps you identify legitimate
inquiries when you check your messages.

Q: Can I record my voicemail message in a different
language?
A: Yes, if your business serves a multilingual clientele, recording your

voicemail message in different languages can enhance communication and show
respect for your clients' preferences.
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outgoing business voicemail message examples: Communication For Professionals ANATH
LEE WALES, Book Description: Unlock the power of effective communication with Communication
for Professionals, the second instalment in the Business Professionalism series by Anath Lee Wales.
This essential guide is designed to elevate your communication skills, providing you with the tools
needed to thrive in the modern business world. In this comprehensive book, you'll explore:
Introduction to Business Communication: Learn the foundational concepts, including
Encoder/Decoder Responsibilities, Medium vs. Channel, Barriers to Communication, Strategies for
Overcoming Barriers, and the dynamics of Verbal vs. Non-verbal Communication. Structuring
Business Communication: Understand the structure and lines of communication within an
organization, define your message, analyze your audience, and learn how to effectively structure
your communication. Developing a Business Writing Style: Discover the roles of written
communication, characteristics of good written communication, and strategies to develop an
effective writing style. Types of Business Writing: Master various business writing formats, including
Business Letters, Memos, Reports, Emails, and Online Communication Etiquette, ensuring you can
handle any writing scenario with confidence. Writing for Special Circumstances: Gain insights into
tactful writing, delivering bad news, and crafting persuasive messages tailored to specific contexts.
Developing Oral Communication Skills: Enhance your face-to-face interactions with guidelines for
effective oral communication, speech delivery, and active listening. Doing Business on the
Telephone: Learn the nuances of telephone etiquette, handling difficult callers, and leading effective
business conversations over the phone. Non-verbal Communication: Understand the importance of
body language, physical contact, and presenting a professional image in business settings.
Proxemics: Explore the impact of space, distance, territoriality, crowding, and privacy on business
communication. Developing Effective Presentation Skills: Prepare for public speaking with tips on
managing presentation anxiety, using visual aids, and leveraging technology for impactful
presentations. Conflict and Disagreement in Business Communication: Learn about conflict
resolution values and styles, and strategies for managing cross-cultural communication challenges.
Communication for Professionals is your definitive guide to mastering the art of business
communication. Whether you are a seasoned professional or just starting your career, this book
provides the essential knowledge and skills to communicate effectively and confidently in any
professional setting.

outgoing business voicemail message examples: Summary Of How To Talk To Anyone
QuickChapters, 2025-07-15 What makes certain people effortlessly charming, persuasive, and
magnetic in every conversation? In How to Talk to Anyone, communication expert Leil Lowndes
reveals the secrets behind powerful human connection—offering 92 practical techniques to elevate
your social skills in any situation. This chapter-by-chapter summary distills Lowndes’s
research-based strategies for winning people over, mastering small talk, and building deep rapport.
From making unforgettable first impressions to handling tough conversations with confidence, this
guide covers everything you need to succeed in social, romantic, and professional settings. With
playful technique names like “Rubberneck the Room” and “The Great Scorecard in the Sky,”
Lowndes makes each skill memorable and easy to apply. Whether you're networking at a party,
navigating office politics, or just looking to boost your confidence, this summary delivers the tools
you need to talk to anyone—and win them over. Disclaimer: This is an unofficial summary and
analysis of How to Talk to Anyone by Leil Lowndes. It is designed solely to enhance understanding
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and aid in the comprehension of the original work.

outgoing business voicemail message examples: The Art of Voice Acting James Alburger,
2012-11-15 Are you just starting in Voiceover? Do you have some experience, but aren't getting
booked? Are you a working pro who wants to expand to new areas of VO work? The Art of Voice
Acting is a must read if you are serious about a profession in voice over and looking to maximize
your efforts for success in the business. Packed with basic acting techniques in The Art of Voice
Acting, you will discover * All new scripts * 20 more pages of new and updated information * A
completely new chapter of studio stories and 'tricks-of-the-trade' from professional voiceover talent
around the world * Updated information for voiceover demos and marketing * A comprehensive
index that makes it easy to find what you're looking for * More voice and acting techniques *
Contributions from some of the top voice talent in the world * Audio content with the actual audio
for every script in the book, http://voiceacting.com/aovaextras/ * PLUS: exercises, demos and more!
Written in an accessible and engaging style Alburger shares his experience as a performer,
producer, director and performance coach to give you a clear no nonsense introduction to the
business and art of voice acting. Audio content and images from the books are available at
http://voiceacting.com/aovaextras/

outgoing business voicemail message examples: The New York Public Library Business
Desk Reference New York Public Library, 1998 In the tradition of the highly regarded New York
Public Library Desk Reference, this all-encompassing, up-to-date volume tells you everything you
need to know about running a successful business. Clear, concise and easy-to-use, it covers business
travel, office etiquette, the legalities of contracts, choosing the best financial software and more.
Communication is extensively discussed with examples of effective correspondence, e-mails, reports
and memos. Filled with fact-packed tables, lists, and charts, glossary of business terms and
comprehensive index.

outgoing business voicemail message examples: Starting Your Career as an Interior
Designer Robert K. Hale, Thomas L. Williams, 2010-02-23 Starting Your Career as an Interior
Designer contains all the necessary tools and strategies to successfully launch and grow a
professional design business in the competitive world of interior design. Drawing on the authors'
extensive experience, this book includes case studies, and personal anecdotes that help teach you
how to: - choose a design field - obtain and keep clients - garner referrals - market and position your
business - bid competitively on projects - manage sales - organize a budget - manage start-up costs
and cash flow - promote your business - branch out into product and architectural design - design
within a retail environment - set pricing guidelines - sell to your target demographic - set up your
office. Readers will find a history of the business side of interior design as well as various career
tracks available to today’s budding entrepreneur. Any early career interior designer or student
looking for practical advice on the ins and outs of running a design firm will need this one-stop
guide. Allworth Press, an imprint of Skyhorse Publishing, publishes a broad range of books on the
visual and performing arts, with emphasis on the business of art. Our titles cover subjects such as
graphic design, theater, branding, fine art, photography, interior design, writing, acting, film, how to
start careers, business and legal forms, business practices, and more. While we don't aspire to
publish a New York Times bestseller or a national bestseller, we are deeply committed to quality
books that help creative professionals succeed and thrive. We often publish in areas overlooked by
other publishers and welcome the author whose expertise can help our audience of readers.

outgoing business voicemail message examples: The Art of Voice Acting James R.
Alburger, 2019-03-25 The Art of Voice Acting covers all aspects of the craft and business of
performing voiceover. This sixth edition is reorganized and completely updated to include the latest
information on how to get started in voiceover, performing techniques, setting up a personal
recording space, voiceover demos, the basics of running a voiceover business, working with agents,
unions, and much more. Dozens of URL'’s are included with additional resources and several
chapters include all new scripts written specifically for this edition. Two new chapters include
contributions from some of the voiceover world’s top professionals. Additional content can be found



on the Voice Acting Academy website at AOVA.VoiceActing.com. This is the perfect tool for aspiring
voice performers, radio announcers, and stage and screen actors.

outgoing business voicemail message examples: Confessions of Shameless Self-Promoters:
Great Marketing Gurus Share Their Innovative, Proven, and Low-Cost Marketing Strategies to
Maximize Your Success! Debbie Allen, 2006 To be a successful entrepreneur or small business
owner, you must cointinuously promote your product, your service, and yourself. But do you know
the most effective strategies for self promotion that will take your business to a higher level? In [this
book] you'll discover the super-selling secrets of Mark Victor Hansen, Jim Cathcart, Dan Kennedy,
and many other top entrepreneurs. Their advice includes a wealth of low-cost, step-by-step
strategies you can use to-:create a powerful brand identitybuild a strong referral base of shameless
fansshowcase your expertiseget tons of media attentionmarket yourself shamelessly onlinestand out
from the crowd and expose your business to the world.

outgoing business voicemail message examples: The Everything Home-Based Business Book
Yvonne Jeffery, Sherri Linsenbach, 2006-05-11 Everything you need to know about running a
successful home-based business! A comprehensive, common-sense guide to starting and running a
successful home-based business that describes how to set up a home office, select the right
business, find funding sources, basic finance and bookkeeping, and effective sales, marketing, and
promotion techniques, with updated resources, a new sample business plan, the latest tax data, and
more.

outgoing business voicemail message examples: Worldwide Telecommunications Guide
for the Business Manager Walter L. Vignault, 1987-08-11 Provides up-to-date information on
analyzing practical international telecommunications problems and how to choose from the
alternatives available to solve them. Written in non-technical terms, this volume brings information
that until now was widely scattered throughout the literature. Chapters cover the information
center, the worldwide environment, the flow of international information, network attachment
products, office systems, digital voice and data networks, U.S. network services and alternatives,
international traffic, value-added networks, telematics, satellite communications, and future trends.
Features a directory of U.S. common carriers, domestic and international, and a directory of
international PTT's for 160 countries.

outgoing business voicemail message examples: Pet Sitting for Profit Patti J. Moran,
2007-08-13 It's estimated that professional pet sitters serve a million clients annually, and demand
for their services is growing rapidly. Updated and expanded for today's entrepreneurs, Pet Sitting
for Profit, Third Edition covers all the fundamentals of starting and operating a pet-sitting business.
It addresses new challenges and concerns faced by novice and experienced pet sitters alike, as well
as the issues fundamental to the field. With information on everything from office procedures and
personnel to advertising and business forms, this book is invaluable to entrepreneurs interested in
starting a pet-sitting business or making an existing business more profitable. It's laced with real-life
stories from professional pet sitters--stories that show how to handle unexpected situations with
furry, feathered, or finny pets or their owners.

outgoing business voicemail message examples: Bottom Line Business , 1996

outgoing business voicemail message examples: Leading Business Teams Robert
Johansen, 1991

outgoing business voicemail message examples: Network Security Auditing Chris
Jackson, 2010-06-02 This complete new guide to auditing network security is an indispensable
resource for security, network, and IT professionals, and for the consultants and technology partners
who serve them. Cisco network security expert Chris Jackson begins with a thorough overview of the
auditing process, including coverage of the latest regulations, compliance issues, and industry best
practices. The author then demonstrates how to segment security architectures into domains and
measure security effectiveness through a comprehensive systems approach. Network Security
Auditing thoroughly covers the use of both commercial and open source tools to assist in auditing
and validating security policy assumptions. The book also introduces leading IT governance



frameworks such as COBIT, ITIL, and ISO 17799/27001, explaining their values, usages, and
effective integrations with Cisco security products.

outgoing business voicemail message examples: The Assistant Lighting Designer's
Toolkit Anne E. McMills, 2014-07-25 What are the do’s and don’ts of being a good assistant lighting
designer? What are focus tapes, and how do I use them? What is the best method for creating a
magic sheet? What should be found in every assistant’s kit? How do I make that first important leap
into this professional career? Answer these questions and many more with The Assistant Lighting
Designer’s Toolkit. This definitive guide unlocks the insider-secrets used to succeed as a professional
assistant lighting designer (ALD) - whether choosing assisting as a career or while transitioning to
another. This book outlines, step-by-step, the challenges the ALD faces during every phase of
production. Never before has a resource existed that views the design process through the eyes of
the assistant. Intermingled among the nuts and bolts of the paperwork and essential procedures, top
industry professionals reveal tips for personal survival in this challenging career - both domestically
and abroad as well as in other careers in lighting. Within these pages are the industry secrets rarely
taught in school! The author's website can be found at http://www.aldtoolkit.com/.

outgoing business voicemail message examples: Marketing Made Easy! E. Lee Reid, 1995
Basics for home builders, this practical book is written just for small-volume builders, you'll learn
how to evaluate your current marketing efforts and apply new ideas to your business.

outgoing business voicemail message examples: The Social Wave: Why Your Business is
Wiping Out with Social Media and How to Fix It Starr Hall, 2011-08-30 Don't Sink in the Sea of
Social Media—Succeed Presenting a dynamic look beyond status updates, daily tweets, and weekly
posts, social media strategist Starr Hall empowers you to break out of your social media comfort
zone and start making waves. Includes: The latest strategies for 25 of today’s hottest industries
revealing 5 proven tips for each Social Site Comparison—a complete review of strengths,
weaknesses, and added values Wave Tips—common social media problems and mistakes and proven
fixes Hidden Treasures—the best online sites and resources you're not using (yet) Case studies
illustrating victories and shipwrecks—learn what works and what will sink you Plus, gain access to
Starr’s Social Profit Chart and The Social Wave Support Blog If you want to learn active, proper
social media strategies without the noise, this is the book that filters the best ways to successful
metrics. Period. -Charlie Walk, former president of Sony/Epic Starr Hall provides the key insights for
understanding the relevance and necessity of this new dynamic of basic existence- social media; like
a handbook for the caveman to understand the power of fire. -Wes Stevens, CEO of VOX Inc., a
lifestyle and social media agency and production company The Social Wave is brilliant and insightful
and gave me even more information on how to connect with the masses. Quite honestly, I love it! -Jill
Zarin, The Real Housewives of New York, Entrepreneur, Philanthropist Coached by Starr, learn how
to stay on top of the rising swell of social media, ride today’s social media wave, and prepare to
catch the next big one.

outgoing business voicemail message examples: The Designer's Guide To Marketing And
Pricing Ilise Benun, Peleg Top, 2008-03-10 Do what you love and make money! The Designer's Guide
to Marketing and Pricing will answer all the common questions asked by designers trying to stay
afloat in their creative business - and also successful designers who want to put a little more thought
into their operations. Whether you're a freelancer, an aspiring entrepreneur or a seasoned
small-business owner, you'll learn everything you need to know about how to market and price your
services. This book shows you how to: learn which marketing tools are most effective and how to use
them create a smart marketing plan that reflects your financial goals plan small actionable steps to
take in reaching those financial goals determine who your ideal clients are and establish contact
with them turn that initial contact into a profitable relationship for both of you talk to clients about
money and the design process - without fear figure out a fair hourly rate and give an accurate
estimate for a project You'll learn the ins and outs of creating and running a creative services
business - the things they never taught you in school. Plus, there are useful worksheets throughout
the book, so you can apply the principles and formulas to your own circumstances and create a



workable business plan right away.

outgoing business voicemail message examples: Advances in Telephone Survey
Methodology James M. Lepkowski, N. Clyde Tucker, J. Michael Brick, Edith D. de Leeuw, Lilli Japec,
Paul J. Lavrakas, Michael W. Link, Roberta L. Sangster, 2008-01-07 A complete and comprehensive
collaboration providing insight on future approaches to telephone survey methodology Over the past
fifteen years, advances in technology have transformed the field of survey methodology, from how
interviews are conducted to the management and analysis of compiled data. Advances in Telephone
Survey Methodology is an all—encompassing and authoritative resource that presents a theoretical,
methodological, and statistical treatment of current practices while also establishing a discussion on
how state—of—the—art developments in telecommunications have and will continue to revolutionize
the telephone survey process. Seventy—five prominent international researchers and practitioners
from government, academic, and private sectors have collaborated on this pioneering volume to
discuss basic survey techniques and introduce the future directions of the telephone survey.
Concepts and findings are organized in four parts—sampling and estimation, data collection,
operations, and nonresponse—equipping the reader with the needed practical applications to
approach issues such as choice of target population, sample design, questionnaire construction,
interviewing training, and measurement error. The book also introduces important topics that have
been overlooked in previous literature, including: The impact of mobile telephones on telephone
surveys and the rising presence of mobile—only households worldwide The design and construction
of questionnaires using Computer Assisted Telephone Interviewing (CATI) software The emerging
use of wireless communication and Voice over Internet Protocol (VoIP) versus the telephone
Methods for measuring and improving interviewer performance and productivity Privacy,
confidentiality, and respondent burden as main factors in telephone survey nonresponse Procedures
for the adjustment of nonresponse in telephone surveys In—depth reviews of the literature
presented along with a full bibliography, assembled from references throughout the world Advances
in Telephone Survey Methodology is an indispensable reference for survey researchers and
practitioners in almost any discipline involving research methods such as sociology, social
psychology, survey methodology, and statistics. This book also serves as an excellent text for courses
and seminars on survey methods at the undergraduate and graduate levels.

outgoing business voicemail message examples: The Communication Advantage Jayne
Osborne, 1998

outgoing business voicemail message examples: Leisure Programming for Baby Boomers
Lynda Jeanine Cochran, Anne Marie Rothschadl, Jodi L. Rudick, 2009 This title shows leisure
industry professionals how to attract the emerging and lucrative 'Baby Boomer' market by using
evidence based research to understand the 'Boomer' generation's leisure values, interests and
needs. It contains staff training strategies, marketing strategies and a guide to developing successful
'‘Boomer' programmes.
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