
EFFECTIVE TELEPHONE TECHNIQUES IN BUSINESS

10 Essential Business Telephone Skills Skill #1 â€” Answering a Business Call Using the caller's name and saying it
correctly is an efficient way of letting.

Leaving bad news on voice mail is again, distance induced bravery. Finishing a conversation in a positive
manner can transform what may have started as an angry phone call to a pleasant experience for the customer.
Not returning calls also labels you as rude. You'll get our 5 free 'One Minute Life Skills' We'll never share
your email address and you can unsubscribe at any time. Find out how. If you would like to improve your
telephone technique, prep yourself for future success with our Learning Impressive Telephone Techniques
Certificate online course! Rubio Insurance, this is Marco. Skill 1 â€” Answering a Business Call A three-part
greeting will get your calls started smoothly. Find out more here. This can be advantageous in overcoming
shyness, or if you struggle to spark up conversations with strangers. My name is Karen. Callers hate being
ordered to hold with no control over the situation. Be sure to mirror back some of what the caller has said.
Develop your interpersonal skills with our series of eBooks. A monotone sounds boring and unenthusiastic. If
things get off track, ask a question related to the purpose of the call as a subtle buffer to get it back on track.
Include it naturally throughout the conversation. Call centre agents or any employee of a business who
communicates with customers using the phone needs to represent the company with clarity, efficiency,
professionalism and friendliness. Holding and Transfers Your staff should have a basic understanding of how
to operate the telephone system in your office. DO handle delivering bad news yourself. Be prepared to leave
a detailed message with full disclosure of who you are and how to reach you. The phone is a powerful tool in
the right hands, coupled with the right knowledge. Customer Retention An excellent customer service
experience over the phone is likely to deliver you more custom in future, and increase brand loyalty. Positive
Contact Do you recognise the value of excellent customer service delivered on the phone? See our pages on
and Conversational Skills and Charisma for more information. Developing a formal company telephone policy
available to all staff members in a printed directory also improves your phone services and directly influences
the willingness of callers to do business with your firm. Continue to:. Controlling these factors and smiling
will ensure a positive tone on the telephone and will greatly improve your customer service skills. Echo-y
voices should not be the first thing a caller hears.


