Answering Sales Calls

All calls need to be picked up before the 3rd ring.

1. Good Morning/Afternoon Viamed 

2. Customer will ask question, if they ask to speak to a certain person ask them who is calling, the company name and what the call is regarding – it will be made easier if you note all this information in your diary so it is at hand when you pass over the call

3. If it is Sales call i.e price enquiry, chasing orders – you can either ask them the part number (for the price enquiry) or for the purchase order number they are chasing, ask their name and where they are calling from, then let them know you will pass them through to Sales. It will be made easier if you note all this information in your diary so it is at hand when you pass over the call

4. If you are unsure what the call is regarding – ask the customer ‘Please could I ask what your call is regarding’ if you are still unsure let the customer know you are putting on them hold and ask another member of staff for help.

5. If they ask for John Lamb…. Always check with Sales staff, as John will not accept any calls that he is not aware of – Usually John will let us in the office know of any phone call he will be expecting.

6. If the person is not available that the customer would like to speak with say ‘I am sorry they are not available at the moment’ and ask them if anybody else can help or can we take their details and ask the person to call them back.

7. If in any doubt you can put any call through to Helen or Steve Nixon, as both will be happy to help with calls.

