ASSIGNMENT NUMBER 1

1. What is customer service?
Customer service is the act of taking care of the customer’s needs or the way you treat the people who support your company, by providing and delivering professional helpful, high quality service and assistance before, during and after the customer’s requirement are met. And these can be by paying customers (external customers) or staff members (internal customers). 
2. Explain critical elements of customer service.
The critical elements of customer service are; 
RESPECT: respecting the fact that customers actually pay our salaries and make our profits for us. 
UNDERSTAND, IDENTIFY AND ANTICIPATE NEEDS: customers don’t really buy products or services, they buy solutions to problems. The better we solve those problems the more appreciative they are and the better their experience in dealing with your business.
LISTENING: Keep your ears and eyes open. Hear what the market is saying, open dialogues and be a good listener.
SERVING: Essentially this means fulfilling your promises. Help customers understand your systems, your organization may have the world’s best systems for getting things done, but if customers don’t understand them, they can get confused, impatient and angry.
3. Outline some ways of meeting customer's expectations.
1. Fast, efficient and accurate service.
2. High quality products at a competitive price.
3. Friendly, helpful service staff to provide information and answer questions.
4. Prompt responses to their inquiries whether online by phone or in person.
5. A trained staff that can handle their questions without referring them on.
6. Sufficient stock to meet their needs without long wants.
7. A clean facility or easy to navigate website.
8. To meet the customer’s expectation all of these should be considered.
4. What are the important steps of creating a personal vision? 
1. Identify past successes, spend some time identifying four or five examples where you have had personal success in recent years.
2. Identify core values. Develop a list of attributes that you believe identify who you are and what your priorities are.
3. Identify confusions. Make a list of the ways you could make a difference.
4. Identify goals. Spend some time thinking about your priorities in life and the goals you have for yourself. 
5. Write a vision statement. On the basis of the first four steps and a better understanding of yourself, begin writing your personal vision statement.
5. Why creating a personal vision statement is important?
It is important because it defines what success and excellence look like to you. It expresses your vision for where you want to be in the future and it reflects your values, goals and purpose and how you want to operate.  With a vision statement, you will always move forward, you will have something to fall back on, you won’t burn out and you will inspire others.
6. How can we set goals using SPIRIT?
Each objective should be broken down into several small, achievable goals that will help you get where you want to go. Good goals should have SPIRIT!
Specific: Be specific about what you want or don’t want to achieve. The result should be tangible and measurable. “Look gorgeous” is pretty ambiguous; “Lose 20 pounds” is specific.
Prizes: Reward yourself at different points in the goal, particularly if it’s long-term. If your goal is to become more educated, for example, you might treat yourself and a friend to dinner.
Individual: The goal must be something that you want to do. If your spouse wants you to lose 20 pounds but you think you look fine, you’re not going to want to work towards the goal.
Review: Review your progress periodically. Does the goal make sense? Are you stuck? Do you need to adjust certain parts of it?
Inspiring: Frame the goal positively. Make it fun to accomplish. You could make a poster of the end result, frame it, and post it on the wall.
Time-Bound: Give yourself a deadline for achieving the goal. Even better, split the goal into small parts and give yourself a deadline for each item.
