what should a business voicemail say

what should a business voicemail say is a crucial question for any business
looking to maintain professionalism and efficiency in communication. A well-
crafted voicemail message serves as the first impression for clients and
potential customers when they cannot reach you directly. It not only conveys
essential information but also reflects the values and branding of your
business. This article will explore the key components of an effective
business voicemail, including what to include in the message, tips for
crafting a professional tone, and common mistakes to avoid. By the end, you
will have a comprehensive understanding of how to create an impactful
voicemail that enhances your business communication.
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Understanding the Purpose of a Business
Voicemail

A business voicemail serves multiple functions, primarily acting as a
communication bridge when direct contact is not possible. It ensures that
clients and customers feel acknowledged and provides them with essential
information they may need. This message can also reflect the professionalism
and reliability of your business, which is vital in building trust.

Additionally, an effective voicemail can help manage expectations by
informing callers when they can expect a return call or providing alternative
contact methods. This clarity not only reduces frustration but also enhances
customer satisfaction. Understanding these elements is crucial when
determining what your business voicemail should say.

Essential Components of a Business Voicemail

When creating a voicemail, there are several key components that should be
included to ensure it is effective and professional. Each element plays a
role in communicating your business’s values and providing clarity to
callers.



Greeting

The greeting is the first thing callers will hear, making it vital for
setting the right tone. Use a friendly yet professional tone to welcome the
caller. Including your name and your business’s name can personalize the
message and create a connection.

Availability Information

It is essential to inform callers when they can expect a response. Clearly
state your business hours and any days you may be unavailable. This allows
callers to understand when they might receive a callback and helps manage

their expectations.

Instructions for Callers

Providing clear instructions is crucial for guiding callers on what to do
next. This could include asking them to leave their name, contact number, and
a brief message. Additionally, if there are specific departments or
individuals they can contact, mention those options as well.

Thank You and Closing

Conclude your voicemail with a polite thank you and an assurance that you
will return their call as soon as possible. This leaves a positive impression
and reinforces your commitment to customer service.

Tips for Crafting Your Voicemail Message

Creating an effective voicemail message is not just about the content; it
also involves how you deliver that content. Here are some practical tips to
help you craft a professional voicemail.

Keep It Concise

While it is important to include all necessary information, keeping your
message concise ensures that callers stay engaged. Aim for a voicemail that
lasts no longer than 30-45 seconds. This brevity will encourage callers to
listen to the entire message and take the necessary steps.

Use Clear and Professional Language

Always use clear language and avoid jargon or overly complex phrases. This



clarity ensures that your message is easily understood by all callers,
regardless of their background or familiarity with your business.

Practice Your Delivery

Before recording your voicemail, practice your delivery. Pay attention to
your tone, pace, and clarity. A confident and calm voice can significantly
enhance the professionalism of your message.

Update Regularly

Regularly update your voicemail to reflect any changes in your business
hours, services, or contact information. An outdated message can confuse
callers and create a negative impression.

Common Mistakes to Avoid

Even the best intentions can lead to mistakes if not careful. Here are some
common errors to avoid when setting up your business voicemail.

Being Too Casual

While a friendly tone is important, being too casual can undermine your
professionalism. Avoid slang and overly informal language to maintain a
professional image.

Neglecting the Basics

Failing to include essential information such as your name, business hours,
and instructions can leave callers frustrated. Always ensure these elements
are present in your voicemail.

Too Much Information

Providing excessive details can overwhelm callers. Stick to the key points
and provide only the necessary information to keep the message clear and
concise.

Ignoring Caller Feedback

If callers frequently express confusion or frustration regarding your
voicemail, take their feedback seriously. Adjust your message based on their



input to improve overall communication.

Conclusion

A well-crafted business voicemail is an essential tool for maintaining
professionalism and effective communication. By including key components such
as a friendly greeting, clear instructions, and concise information, you can
create a voicemail that resonates with your callers. Remember to regularly
update your message and practice your delivery to ensure clarity and
professionalism. Ultimately, a thoughtful voicemail can enhance your
business’s reputation and improve customer satisfaction.

Q: What is the ideal length for a business voicemail
message?

A: The ideal length for a business voicemail message is typically between 30
to 45 seconds. This duration allows you to convey essential information
without overwhelming the caller.

Q: Should I mention my business hours in my
voicemail?

A: Yes, mentioning your business hours in your voicemail is important. It
informs callers when they can expect to reach you and helps manage their
expectations regarding a return call.

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

A: To sound more professional, use clear and concise language, maintain a
calm and confident tone, and avoid casual phrases or slang. Practicing your
delivery can also enhance professionalism.

Q: Is it necessary to include my name in the
voicemail?

A: Yes, including your name in the voicemail helps personalize the message
and allows callers to feel a connection with your business.



Q: What should I do if my voicemail is frequently
ignored by callers?

A: If your voicemail is frequently ignored, consider collecting feedback from
callers about what they find unclear or unhelpful. Adjust your message based
on their input to improve engagement.

Q: Can I use a generic voicemail for my business?

A: While a generic voicemail can serve a purpose, it is more effective to
create a personalized message that reflects your business’s identity and
values. This can create a better impression on callers.

Q: How often should I update my business voicemail?

A: You should update your business voicemail regularly, especially if there
are changes to your hours, services, or contact information. Regular updates
keep your message relevant and accurate.

Q: What information should I avoid including in my
voicemail?

A: Avoid including excessive details, personal information, or overly casual
language in your voicemail. Focus on key information that will help guide the
caller.

Q: How can I encourage callers to leave messages?

A: Encourage callers to leave messages by clearly stating the importance of
their call and assuring them that you will get back to them as soon as
possible. A friendly tone can also encourage engagement.

Q: What is the impact of a good voicemail on
customer service?

A: A good voicemail positively impacts customer service by providing clear
communication, managing expectations, and demonstrating professionalism, all
of which enhance customer satisfaction and trust.
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what should a business voicemail say: How to Say It: Business to Business Selling Geoffrey
James, 2011-12-06 There are approximately 35 million business to business sales reps in the country
selling everything from books and computers to furniture and flooring. They know as well as anyone
that selling to other businesses is not the same as selling to consumers. Businesses have different
budgets, needs, demands, and expectations from those of general consumers. That means an
entirely different skill set is required of business to business sales reps. How to Say It: Business to
Business Selling is the only book of its kind that caters exclusively to business to business sales
professionals. Its short chapters provide tips and strategies tailored especially for the unique
business to business selling process. You'll learn how to: Motivate Yourself to Sell Craft an Elevator
Pitch Find Hot Sales Leads Make a Cold Call Use Voicemail to Sell Give a Sales Presentation Write a
Sales Proposal Give a Product Demo Negotiate the Best Deal Close a Sale Create a Powerful Sales
Process Sell to Top Executives Build Sales Partnerships Get a Customer Referral Accelerate Your
Sales Cycle With How to Say It: Business to Business Selling you can sell business to business like a
seasoned pro.

what should a business voicemail say: Business Networking: The Survival Guide Will Kintish,
2014-05-13 Business Networking - The Survival Guide helps you overcome all your fears and
concerns. Start navigating the networking jungle like an expert as you build your confidence, raise
your profile, create new connections, strengthen your support network and open up exciting new
opportunities. Effective networking - both in person and online - has never been more vital. This
indispensable, friendly guide will take you step by step through the whole process so you can quickly
master: Invitations - plan, prepare and make the best of LinkedIn Meeting people - work the room,
feel comfortable and start conversations Spotting needs - work out what people want, ask the right
questions and establish credibility Reconnecting - follow up, keep in touch and win that pitch The
full text downloaded to your computer With eBooks you can: search for key concepts, words and
phrases make highlights and notes as you study share your notes with friends eBooks are
downloaded to your computer and accessible either offline through the Bookshelf (available as a free
download), available online and also via the iPad and Android apps. Upon purchase, you'll gain
instant access to this eBook. Time limit The eBooks products do not have an expiry date. You will
continue to access your digital ebook products whilst you have your Bookshelf installed.

what should a business voicemail say: Get Maximum Value - The Sell a Small Business
Authoritative Guide Around90Percent.com, 2010-09

what should a business voicemail say: The Art of Voice Acting James R. Alburger, 2023-12-27
Now in its seventh edition, The Art of Voice Acting covers all aspects of the craft and business of
performing voiceover. Starting with the basics of voice acting, every aspect of the craft and business
of performing voiceover is explained in detail, including how to get started, performing techniques,
setting up a personal recording space, voiceover demos, the basics of running a voiceover business,
unions and much, much more. This edition is completely updated with all new scripts, discussions of
the latest trends in voiceover and contributions from some of the voiceover industry’s top
performers, casting directors and agents. The book provides a wealth of practical information that
can be put to work immediately, as well as hundreds of references to websites and other useful
resources. Anyone interested in acting, storytelling, any area of voiceover or simply improving
verbal communication skills will benefit from this book. Although The Art of Voice Acting is a great
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learning tool for the beginner, it will also serve the experienced performer well as a reminder of
performing and business tools that are essential in today’s world of acting and voiceover. Additional
content, including scripts, audio files, and unpublished content can be found at
www.AOVA.VoiceActing.com.

what should a business voicemail say: The Professional Communications Toolkit D. Joel
Whalen, Tina M. Ricca, 2007 The Professional Communications Toolkit presents a compelling vision
of communication that offers little known and amazingly effective techniques for the novice speaker
and stage-savvy pro alike. Author D. Joel Whalen provides practical, research-based tools that apply
perfectly to all professional communication, whether it's one-on-one conversations, speaking at small
staff meetings, or delivering a keynote address to a ballroom full of people.

what should a business voicemail say: Business Vocabulary in Use Intermediate with
Answers Bill Mascull, 2010-02-25 Business Vocabulary in Use includes 66 easy-to-use units, with
vocabulary items presented and explained on the left-hand pages and a range of practice exercises
on the right-hand pages. It also includes a comprehensive answer key. The book covers a huge range
of business topics including jobs; people and organisations; production; marketing; finance and the
economy, and business culture. Learners will develop essential business communication skills,
focusing on the language used for meetings, negotiations and presentations.

what should a business voicemail say: Wholesaling As Simple As Your ABCs 2.0 T] Hines,
2022 Wholesaling As Simple As Your ABCs 2.0, The Wholesaling Bible is apart of the series
Wholesaling As Simple As Your ABCs. The first version of this series was written back in 2013
explaining simple concepts, strategies and techniques how to create a path towards financial
freedom using no money down strategies to acquire real estate in order to do so. The 2.0 series of
Wholesaling As Simple As Your ABCs, The Wholesaling Bible was written for the beginner, who is
looking for ways to use creative real estate strategies to create financial freedom with little to no
money out of pocket. This book was also written with the novice and seasoned investor in mind as
well. The 2.0 version will assist them with adding more strategies to their tool belt to take down
properties quickly and liquidate them. The 2.0 series is nothing short of amazing, which is why the
subtitle is called The Wholesaling Bible. This is the only book you will ever need when it comes to
wholesaling real estate. Included in this book are universal contracts needed to transact. Purchase
and Sale agreements, JV agreements, assignment of contract templates, sms and rvim marketing
templates and I can't forget to leave out buyer and seller scripts are included as well. Don't waste
any more time! Go ahead and dive into this book packed with nuggets and gems that most will
charge thousands of dollars for this information. There's no doubt once you start this book, it will be
hard to put down. I'll be looking forward to seeing you at the wholesaling finish line.

what should a business voicemail say: Computer Telephony Encyclopedia Richard Grigonis,
2000-01-08 If you want to grasp the full length and breadth of the rapidly developing computer
telephony field, this book is the place to start. Author Richard Grigonis thoroughly explains even the
most abstruse ideas in a concise manner that is aimed at all kinds of readers -- students, business
executives, telecom managers, call center supervisors or entrep

what should a business voicemail say: Business goals 2 Gareth Knight, Bernie Hayden, Mark
O'Neil, 2005

what should a business voicemail say: Business and Professional Communication Kelly
Quintanilla Miller, Shawn T. Wahl, 2023-02-14 Professional success requires excellent
communication skills. Organized around the transition from student to professional life, Business
and Professional Communication, Fifth Edition gives readers the tools they need to move from
interview candidate to team member to leader. Coverage of new communication technology and
social media, and an emphasis on building skills for business writing and business presentations,
including the effective use of visual aids, will help students to understand the role of communication
in successfully handling situations like job interviewing, providing feedback to supervisors, and
working in teams.

what should a business voicemail say: The Successful Business Plan Rhonda M. Abrams,




Eugene Kleiner, 2003 Forbes calls The Successful Business Plan one of the best books for small
businesses. This new edition offers advice on developing business plans that will succeed in today's
business climate. Includes up-to-date information on what's being funded now.

what should a business voicemail say: Business Partner B1 ebook Online Access Code M
O'Keefe, Mr Lewis Lansford, Ms Lizzie Wright, Mr Jonathan Marks, Ms Ros Wright, Author,
2019-06-20

what should a business voicemail say: Hear What I Can't Say James H. Barrett Jr.,
2018-09-19 Hear What I Can’t Say is a mystery that revolves around a fictitious nursing home in
Pittsburgh, Pennsylvania, where the nursing home seems too perfect to be true. Is Logan Kane’s
imagination running away with him, or is there something more to this feeling that he just can’t
shake? As Logan digs further into his suspicions of Absolute Care, he doesn’t know whom he can
trust and finds it hard to confide in anyone. Even Logan’s family is unsure of his suspicions. The
story has been compared to Alfred Hitchcock’s Rear Window.

what should a business voicemail say: LESSONS IN LEADERSHIP 2.0—The Tough Stuff
Steve Adubato, 2023-10-25 “In this post-COVID era, leaders are being tested as never before, and
Steve Adubato offers smart solutions to make any leader more effective.” —NEAL SHAPIRO,
PRESIDENT & CEO, THE WNET GROUP (PBS) “Steve Adubato does a masterful job of uncovering
many of the core principles that can lead to world class leadership. You will read and reread this
book for years to come.” —MICHAEL CLINTON , AUTHOR, ROAR INTO THE SECOND HALF OF
LIFE In this powerful follow-up to his last book Lessons In Leadership, Emmy® Award-winning
anchor and leadership coach Steve Adubato, Ph.D. teaches readers how to navigate “The Tough
Stuff” using practical tools based on challenging and relevant real-life experiences. With Lessons in
Leadership 2.0: The Tough Stuff, readers will learn to steer others through difficult economic times,
mentor rising leaders, provide straight talk to underperforming employees, connect on digital
platforms, and lead your organization through significant change and uncertainty.

what should a business voicemail say: Life Is Sales Gary Ford, Connie Bird, 2008 Annotation
Life is about getting what you want, and sales skills can improve your life. In Life Is Sales, Gary Ford
and Connie Bird share their unique perspective on success. Most people resist spelling out what
they want, but those who know what they want and know how to ask for it are far more successful in
all aspects of life. This book highlights the psychology behind getting people to do what you want
and to say yes by using concrete day-to-day examples and making suggestions that will change your
life.

what should a business voicemail say: Do What Godmother Says L.S. Stratton, 2024-06-11 An
ELLE Best Mystery and Thriller Book of 2024 A modern-day writer and a Harlem Renaissance artist
are connected by a painting with a deadly secret in this gripping dual-timeline gothic thriller.
Shanice Pierce knows better than to heed bad omens. But she has a hard time ignoring the signs
when she finds herself newly single and out of a job on the same seemingly cursed day. Then, while
cleaning out her grandmother’s house, Shanice comes across a painting she hasn’t seen in years.
Drawn to the haunting portrait in a way she can't explain, Shanice accepts her grandmother’s offer
to keep the family heirloom. She soon uncovers the story of the artist, a Harlem Renaissance painter
named Estelle Johnson. The young woman was taken under wing by the wealthy art patron Maude
Bachmann—or “Godmother” as she insisted her artists call her—and vanished shortly after
Bachmann'’s brutal murder a century ago. As Shanice digs deeper, a paranoia that’s haunted her for
years returns. She becomes convinced she’s being stalked, and that the deaths happening around
her are connected to the staggering offer she turned down for the painting. But the truth hiding in
plain sight is even more shocking—and deadly—than Shanice could possibly have imagined . . .

what should a business voicemail say: What Would Rob Do Rob Sachs, 2010-03-30 From
rising NPR star Rob Sachs—irreverent takes on handling life's sticky situations based on the popular
What Would Rob Do? podcast What do you do if you get a bad haircut? Do you have trouble
remembering people's names? What happens if you clog the toilet at a friend's house? NPR's Rob
Sachs has given prudent and entertaining advice for dealing with all sorts of everyday challenges in




his successful What Would Rob Do? podcast series, consulting with experts ranging from Fabio to
Erik Estrada on dozens of daily dilemmas and common conundrums. Now he brings a wealth of this
advice together in a single survival guide to fixing some of life's most vexing minor mishaps and
speed bumps. Entertaining yet practical advice on what to do in tricky life situations Includes tips
from interviews Sachs has conducted with celebrity experts Written by Rob Sachs, who has been a
producer, reporter, and director for NPR shows including Morning Edition, All Things Considered,
and Day to Day. Sachs also has a successful NPR podcast series What Would Rob Do? tackles the full
spectrum of life's absurdities and shows how to turn them into an opportunity for adventure, fun,
and best of all, laughter.

what should a business voicemail say: What to Do When the Shit Hits the Fan David
Black, 2014-01-02 Recent events have taught us all that anyone, anywhere can face an emergency
situation. Do you have the tools, equipment, and knowledge to ensure the safety of your family? With
the expert advice in this handbook, you can be better prepared for any emergency: Terrorist attack
Fire Flood Tornado Winter storm Hurricane Landslide Earthquake Drought Nuclear emergency Civil
unrest And more In this updated edition, Dave Black addresses the full range of disaster that can
turn an ordinary day into a fight for survival. He offers advice on alarms, insurance, preparing a
“disaster kit,” planning for evacuation, communication, emergency food handling, first aid, and
more. With real-world considerations, he lays out the step-by-step responses that could save you and
your family in a time of crisis.

what should a business voicemail say: E-Business Applications for Product Development and
Competitive Growth: Emerging Technologies Lee, In, 2010-11-30 This book will serve as an
integrated e-business knowledge base for those who are interested in the advancement of e-business
theory and practice through a variety of research methods including theoretical, experimental, case,
and survey research methods--Provided by publisher.

what should a business voicemail say: The World of Customer Service Pattie Odgers, 2004
With global markets more crowded than ever, it is a major challenge for organizations to attract and
retain customers due to the competition they are faced with. This text is designed to teach
exemplary customer service thinking in public or private, domestic or international organizations
and is written in a practical, common sense manner reflecting current customer service concepts
and hints.
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