Customer Service “Golden Rules”
- Going into each call remember and do the following:

· Treat every customer (caller) with the utmost respect.

· Treat every customer in a manner that you would like to be treated.  (If you were calling them with a customer service issue, how would you prefer they deal with your issue?)
· NEVER reciprocate the frustration of the customer.
- Problem orders:
· If there is a problem with an order or any situation, first apologize for what has happened and tell them that you are going to do to get this problem resolved.  (Then continue on to research their issue).
· Never talk down to a customer (in a condescending manner) and be patient to listen to their need(s).

· Resolve every need of the customer to their satisfaction.
· Complete each customer service call with End-Call Response.
* The goal is to have each customer end the session with the customer having a positive, satisfied response and perspective of our company.  If they are not satisfied, you will need to find out what you can do to remedy this for them.

- Taking orders:

· Be patient with each customer.

· Thank every customer for their business (order) and wish them a great day.

Remember

The customer service of this company is only as 
good as the service we are giving EVERY customer.

