Good Customer Service

· Acknowledges with cheerful good morning.

· Eye contact.

· Smiles.

· Says good morning/afternoon.

· When person needs help, gives 100% undivided attention.

· Asks open questions to establish exact need.

· Knows their job, and how to implement it to a high standard.

· Uses voice to display enthusiasm.

· Addresses person by name.

· Friendly and open manner.

· Listens well.

· Good body language – open armed, not frowning, faces you, and doesn’t stand too close.

· Shows interest in you.

· Summarises your needs.

· Appropriate opening address when answering a telephone call.

· Doesn’t criticise competitors.

· Thanks people for their time.

· Keeps promises to ring back when they say they would.
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