14. NASHUA LIMPOPO TELEPHONE ETIQUETTE POLICY

1. All incoming calls should be answered in a timely manner. 

1. Business telephones should always be answered with the phrase, “Good morning, sales office, X speaking.”  This lets the caller know that they have indeed reached the right department, and lets them know with whom they are speaking. 

1. Never put a caller on hold, but if you have to, be sure to check back with them every minute. This lets them know that they have not been forgotten, and that you are attending to their call. 

1. Speak clearly and slowly when you answer a business telephone. Do not slur or mumble your words. Speak with confidence so the person on the other end has the feeling that you know what you are doing. 

1. Never be rude to a caller, no matter how nasty they are. Always remember to handle yourself in a professional, business-like manner. This includes handling the situation in a calm, cool manner. 

1. [bookmark: _GoBack]When a call comes through to another person’s desk and that person is not able to answer, you can retrieve the call by dialing *4001# to ensure that the customer doesn’t hold for too long.
This policy is effective from 1 January 2011 until further notice. 
I have read and been informed about the content, requirements, and expectations of the telephone etiquette policy for employees at Nashua Limpopo. I have received a copy of the policy and agree to abide by the policy guidelines as a condition of my employment and my continuing employment at Nashua Limpopo. 
I understand that if I have questions, at any time, regarding the telephone etiquette policy, I will consult with my immediate manager or the Human Resources Administrator.
Please read the telephone etiquette policy carefully to ensure that you understand the policy before signing this document.




------------------------------------
Employee signature



---------------------------------------                                              ----------------------------------
Employee Name (Please print)                                                              Date

