
 

 

How’s Your Voicemail? 

By Nancy Friedman 

Are you guilty of terrible voicemail etiquette? Chances are high the answer is yes.  

When was the last time you listened to your own voicemail message? It’s probably been 

a while. So now’s a good time to check it to be sure you’re not guilty of the following bad 

choices. If you are, set a resolution to change your recording this minute to avoid these 

common mistakes: 

1. “Hi, I’m not here right now.”  

Well, that’s obvious. This is a boring and useless statement. Instead, why not live a 

little? Let your callers know where you are, not where you’re not. Tell them, “I am in the 

office all this week” or “I’m with patients till 3 pm.” Also let them know if you do or don’t 

check messages. Tell them when you’ll be back. 

2. “Your call is very important to me.” 

Seriously? This phrase is an all-time waste of space. The caller, of course, is thinking, 

“Well, if I’m so darned important, where are you?” Maybe the call isn’t so valuable to 

you after all. So lose this statement. 

3. “I’m sorry I missed your call.” 

How dull. Of course you’re sorry you missed the call. (Although, in truth, there may be 

some calls you’ve purposely screened and are not a bit sorry you’ve missed.) It’s okay 

to leave this phrase out. The sentiment is a kind of a given. Use the time for more 

valuable information such as where you are and when you’ll return, who they can call, 

or how they can reach you best for more information. 

4. “I’ll call you back as soon as possible.” 

Everybody says it. But it’s not interesting and is definitely not fun. And most assuredly 

your “as soon as possible” and the caller’s “as soon as possible” will not be the same. In 

truth, most people don’t return calls in a timely fashion (and perhaps not at all). If you’re 



telling your callers you’ll call them back, be sure you do. If you don’t want to return the 

call, have someone from your staff return it upon your behalf or let the caller know in 

your message to reach out via text or email instead. Promising to return a call and not 

doing so is like using your turn signal on the freeway and moving the other direction 

instead. It’s a breach of promise, and it’s downright rude. Don’t be guilty of this. 

5. You provide no alternative route. 

Offer the caller another name or extension. Or invite them to text you or tell them how to 

reach you on email. The main point here is to offer a reasonable alternative when you’re 

not available, and–even better–to use the time and space to say something memorable 

or interesting to your caller instead. 

 

And a note to consider when you listen to the voicemail of somebody else:  listen all the 

way through. It may give you helpful clues of the kind I’ve described about somebody 

else’s preferences and schedule–are they out of town? Do they mention any other, 

better ways for you to reach them? These are valuable clues for you as a voicemail 

recipient as well (regardless of how well they abide by these voicemail productivity 

rules). 
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