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RECEPTIONIST 1-DAY TRAINING PROGRAMME
COURSE OVERVIEW

First impressions last, and staff who work in any reception area are vital members of the corporate team. Their level of performance is invaluable to the overall success of an organisation. Covering all aspects of the role, from answering the telephone to dealing with visitors, this Receptionist Skills training course is suitable for anyone who works in a "front office" situation. 
DURATION

The course will take place over 1 day - 08:30 to 16:30 daily.
VENUE
CLIENT’S COMPANY OR SKILLS FOR BUSINESS DEVELOPMENT VENUE
GAUTENG
TARGET AUDIENCE 

· Secretaries, Receptionists and Frontline Staff who want to improve their telephone, voice and business etiquette skills. 

· Frontline staff who are their company's first point of contact with clients 

· Frontline staff, secretaries, administrators and Personal Assistants who want to improve the way they come across and represent their companies 

· Receptionists, secretaries, Personal Assistants, call centre staff, office administrators and anyone else that comes into contact with customers over the phone or face to face

This course is designed to develop and update skills of potential, newly appointed and experienced supervisors, team leaders and managers, offering a choice of flexible, work based materials to improve individual and organisational performance.

LEARNING CONTENT
1. Communication Skills and How to Use Them

2. Examining the importance of body language and telephone behaviour.

3. The Importance of First Impressions

4. Projecting a professional image.

5. Preparation and organisation.

6. Using your voice.

7. How to remain calm and composed under pressure.

8. Customer Relations

9. What influences customer choice.

10. Understanding customer needs and attitudes.

11. Dealing with awkward customers on the telephone and face-to-face.

12. Telephone Techniques

13. Dealing with incoming calls.

14. How to sound confident, interested and helpful.

15. Outgoing calls.

16. How to deal with telephone calls and visitors simultaneously.

17. Complaint Handling

18. Establishing source of complaint.

19. Remaining polite and helpful.

20. Turning negatives into positives.

21. Developing a Personal Commitment to Quality Service

22. Helping customers to make the right choice.

23. Discretion and tactfulness.
PRICE/COST OPTIONS

Training for 1 day


 R1 490, 00 per delegate
ENROLMENT FOR THIS PROGRAMME

To enrol your delegate for this course, kindly e-mail Chantelle at chantelle@skillsforbusinessdevelopment.org and enquire about suitable training dates.
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