[image: image1.png]heart of biddeford

a main street maine community





Customer Service:  Back to Basics

The Art of Giving Good Service – 5 Basic Steps

1. The way we treat each other has an effect on how we treat our customers.

· Co-workers, your staff and employees need the same care you give paying customers.

· Treat your staff like customers.

2. Even repeat customers need that “first impression” experience.

· Always demonstrate a sincere appreciation that they choose to do business with you.

· No matter how busy you are, you only get one chance to make a first impression.

3. We are judged by what we do, not what we say.

· Always call a customer back by the time you promised.

· Your credibility as a service provider hinges on how well you keep your promises.

4. Under promise and over deliver.

· Only promise the customer what you can be sure of – not what you hope will happen.

· Avoid disappointing them.

5. Always send the customer away happy.

· Understand your customer’s point of view, regardless of whether or not you agree.

· Treat your customer as the most important part of your job.

· Make going out of your way for your customers a habit.

· When you cannot provide your customers with what they want, give them options.
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