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How One Tutor Pair Works Together

Norma arranges flowers in a shop downtown.  She does excellent work and is very reliable—a prize employee.  She does such a good job, that her boss approached her about picking up some extra responsibilities behind the front desk.  She would earn more money.  Norma would love the extra work.  She is apprehensive, however, because she would be required to take a lot of phone messages.  The spelling seems frightening.  She and her tutor, Marion, have decided to focus on taking messages over the phone.  Over the next month or so, they try out some of the activities below:

· Marion asked Norma to bring in a message pad from the flower shop.  To help Norma recognize the important words on the pad, she and Norma made flash cards for the different words.  For example, they made cards for “Date,” “Time called,” “Phone #,” “Please call” etc.  Norma practiced matching flashcards up with the words on the form.

· Marion and Norma role-played some phone calls.  Marion was a customer with a message, and Norma practiced taking messages.  From these messages, they isolated words and phrases that appeared frequently.  They then generated a spelling list with those words.

· For homework, Marion called Norma at home with short messages for Norma to take down.  Marion’s daughter even called Norma with a message.  Norma got some practice asking, “Could you please spell you name for me?”

· Norma brought in a phone etiquette book she found at the library.  She and Marion did more role playing with the vocabulary words they found in the book, such as “May I take a message?” or “She will be back in half-an-hour.  Can I have her call you back when she returns?”  They tape-recorded their phone conversations to see what sounded good, and to see what needed more work.
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