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Tuesday
Use a Personal Touch
12. I Use Telephone Etiquette

I answer the telephone professionally: 

· Within three rings and with a smile in my voice

· Using the customer’s name, when appropriate

· Asking the caller, “May I please place you on hold?”

· Allowing the caller to end the call

Group Activity:  
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Thought of the Day:











Staff Recognition:














Today’s Events and Special Guests:


	








Community News:
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