 PHONE CALLS


            1.     The phone is answered by picking up the receiver and saying “Good  Morning/Afternoon, 			        Viamed, how may I help you?”


            2.     If the red light on line 6 is flashing, then answer the phone “Good Morning/Afternoon etc., Vanadgraph, how may I help you?” Vandagraph is a  separate firm to Viamed and GL normally deals with all queries. If GL is not in, simply take a message. Ensure you ascertain whether the customer is trade or retail before quoting a price.


            3.     A call is put through to somebody by pressing hold then pressing the personsextension. Wait until the person picks up and tell them the name of the person and the company they are calling from and which line the call is on. Then place the receiver back.


            4.     If a person is not at their desk but is in the building, then put the call on hold  and press the hash key and the one button. This will enable you to make a   tanoy message.


	        NB Remember this tannoy call can be heard by customers on another line


            5.     To make an outgoing call, simply press line 4 and dial the required number. Line 4 is the preferred line for outgoing calls.


            6.     Calls from Electrospeed, RS, and Famell for the workshop should be vetted  first. If they are not concerning a purchase order then they should not be put through. All technical queries need to be logged in Goldmine in notes on the  callers contact record.
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