8 Rules for Good Customer Service
 Answer the phone- People like to talk to a LIVE person

Don’t make promises unless you plan on keeping them.- If you tell a customer that you will get back to them, then do it.  Don’t put them off

Listen-When a customer comes in and needs to vent the best thing you can do is listen, really listen to them.  Even if you can’t do anything about their situation by listening to them you are helping them.

Deal with complaints-None of us likes hearing complaints.  We can’t please all of the people all of the time, but if we give the complaint our attention maybe we can please this one person.
Be helpful-We all have the customer that comes in and ask the same question every year.  Our first reaction is to blow them off, but by giving them our time we keep the customer happy.

Train your staff-A helpful, courteous and knowledgeable staff is one of the most important parts of great customer service.  I never want my staff to say “I don’t know and so-and-so won’t be back till tomorrow.”

Take the extra step-Going that extra step for a customer will be noticed and remembered. 

Throw in something extra-I keep pens on the counter for the public to take.  If your budget won’t allow that a smile is free. 

