Tel
elephone
Interpreting Service
For quick access follow these simple steps:

1

Dial

2

Enter your access code:

followed by the # key

3

Enter your PIN number:

followed by the # key

4

0333 344 5702

Enter the language code from the list below, followed by the # key:

5

To record the call press 1, or to continue without press 0.

6

You will be connected to a language professional; please brief them on any important
information, including whether this will be a three way call and agreeing on any message
which should be left by voicemail if the third party is unavailable.

7

To dial the third party, press the * key then press 1; enter the number you wish to
dial and confirm the number when prompted.

8

If the user does not answer the call you can leave a voicemail or press the * key then press 3
to redial the same number.

9

To try a different number or release the third party call, press the * key then press 2 . Press
the * key and then press 1 to start a new 3 way call.

10

Press the * key then 9 at any point to listen to the instructions again.
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How
to

Using Telephone
Interpreting in a
Contact Centre
To help your call go as smoothly as possible:

Reconnect
the caller

Place caller
on hold
Ask the caller
their language

While you connect
to the service
(see front page).

They will normally
understand this.

Let the language
professional
know the reason
for the call

Using the conference
call facility and allow the
Interpreter to introduce
themselves.

once connected.

Top tips
• Direct your questions to your client/caller
Make the conversation as natural as possible.

• Speak clearly and distinctly
Help the language professional to understand you
easily.

• Be patient
It can take a little time for the language
professional to build rapport with the caller. You
can interrupt if you feel the conversation has
digressed.

• Language differences
A short sentence from you may appear longer when
communicated in another language.

If you have any questions please contact the Help Desk

03333 445 701

Email mojinterpreting@thebigword.com or visit thebigword.com/moj
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