Lessons in http://www.mujerpalabra.net/clasesytalleres/english/english.htm

Making a phone call
Making a phone call in a foreign language is always hard. 

You can use a mobile phone, or hunt for public telephone box/booth. Phones will require coins or a phone card—usually, you can buy it at newsagents.

For finding numbers you use the phone book, the yellow pages for business numbers and the white pages for residential numbers. Alternatively, you can dial directory enquiries. (Find out the number of Directory Enquiries in English-speaking places you would like to visit.)

In some cases your call may go through a switchboard or operator. You're then likely to hear “I'm putting you through”. The line may be busy or engaged. You might be told “Don't hang up”.

Once you pick it up, the normal way to answer the phone is “Hello” or the phone number you’re phoning to.
You may get through to an answering machine, or to a voicemail service. You'll then hear the prompt to leave a message after the tone.

Tricks for successful listenings!

Listen carefully to what the speaker says. Pick out the key words in any information. It's easier to remember one or two important words than a whole sentence. If you're taking a message for someone it's easier to write down key words to help you remember the message than it is to try to write everything out. You can add to your message after you've finished listening to the information.

Repeat the instructions or the information you've been given back to the person who gave them to you. If you've got anything wrong the person will correct you and the repetition will help you to remember.
Ask questions about anything that you are unsure of, or replay the recorded message.
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