Customer Service

Communication o (Give customers 3our1cu” L
Listening” Speaking /Pody | anguage ANritter, | attention [nitiative
{ Ise appropriate greeting * ACCGPt FCSPO”SibiIEtﬂ
Listcn c.arcFu“H to instructions - | isten & rcspond to . Lcarn more aboutgour}ob &
aclcnowlcclgc you have heard needs learn new skills

them

o (Jse aPPmPriate_ conversations

at work — avoid Pcrsona| topics

. chp a sense of humor

s Ask ii:you dort know

¢ Beaware of 50&3 Ianguagc
o \Write ncatig & accurate|3

o Makea good first imPression

¢ Becourteous & Politc

s [ xercise self-control

o Remain calm in difficult

situations

. Maice eye contact

L) 5a3 Pleasc & thank you

See ti—:ings that need to be
done & do them without being
asked

Work to imProve your
Pchormancc

ldcntiﬁj new OPPortunitics for
you and your cmplogcr

Flan & organize

Be creative

Decision Making
Make choices
SOIVC Prof:)lems

Acccpt changc
ComPromfsc

Be fexible

Avoid emotional responses

Intcgrity
Follow through on commitments
Be 103a|
Awvoid negative talk
Be honest and discuss Probicms
Prompt|5
Maintain trust others Placc i
you
Treat others as Hou’d like to be
treated
Pe aware how your actions
affect others

Produce quaiftg

Maturity
Be readg for work
Work well with your team
AcccPt suPervision
{ |se criticism to do better
{se time wiscfﬂ
Pe tactful with others
Be Paticnt with Hoursclf
and others
Dcvc|0|:> comPctcncc
Adclress or acccPt
boredom
{ ]se failure to imProvc
Be oPtimfstic
Dcvclop self-confidence

Lcadcrship/ T eamwork

. Rccognize your sf:rcngths

L chognize areas you
nced to I'mProve :

L E)uiH on expcricnccs,
even the mistakes

L Hc|}3 others reach a goal

L Rccognizc contributions
of others

. Coopcrate

e Do gour{:air' share

I~ thics - E)cing Professiona

Bc honest

Havc 5ood attendance
Be Procluctivc

e on time

Avoid gossip

Respcct co-workcrs
]:o“ow the rules

chP your promiscs
l_favc cmPathg

Think for Bourschc-»- avoid
group thfnking/bias




