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OO0 0 AO Well, I am not much of a techie, but let me see what |
candotohelp.CO O OO UO0OOUOOOOODODOOOOOO
O 0O 00O AL Well that | can help with. Where shall we start? CLI
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OdO0O0OOMarylo,0000O0O0O0O0OOOO AL What
happened?CO 000000 0OO0O0OOOOOOOOOONO
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DO0000000000000 AO Itissimple. Before you
transfer a call, you need to put the caller on hold, and contact the
person whom you believe can help. When you do that, you learn
two things. CLJ1 What are the two things then? AL First, you find out
If the person you need is in the office and is answering the phone.
Next you ask if that person, in this case, Mary Jo, can assist the caller.
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000000000 AO There are a few other suggestions | have
to help you handle transfer calls courteously and efficiently, but |
dont have timeto explainrightnow.CO O O OO OO OO OO
00000000 AO Before you transfer the caller, let the person
know to whom you are sending the call. Give the persons name, title
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addition to giving the caller the name and number of the person to
whom you are connecting the call, give your name and repeat your
numberaswellCO OO OOUOOOOO0OOOODOOOOOO
00O 00O AO You do that to assure the caller that if anything
goes wrong or if the caller does not get the help she needs, she can get
In touch with you and you will do all you can to help. CLO U OO O [
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OO000000000 AO Notonly that you have a client who
feels valued by the company. 0 0O O 0 10 20090 BECU O O U I
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