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Answer the following Questions:
	1.	What is customer service?
	3

	2.	Explain critical elements of customer service.
	4

	3.	Outline some ways of meeting customer's expectations.
	3

	4.	What are the important steps of creating a personal vision?
	3

	5.	Why creating a personal vision statement is important?
	4

	6.	How can we set goals using SPIRIT?
	3
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Customer service is the way you treat people who are in your company or a paying customer. Customer service is also about the assistance and advice given to a paying customer by the company. The customers perception of the service is what brings them back to you in the future. Brilliant service is what they look for when they send referrals to you. People who provide good customer service earns benefits in any addition to rewards offered by the company.

The critical elements of customer service is, that the customer wants to feel understood, the better you know your customer the better you can provide for their needs. Customers want to feel important, make them feel appreciated and treat them with respect and manners. Even if they are been difficult remain in your calm professional voice and try sort the situation out, even if the customer is wrong, treat them professionally like they are important to the company. Customers always like to feel welcome, when you see a customer entering the premises, greet them as though you are happy to see them. And never ignore a customer that comes through the door and never leave them waiting about feeling uncomfortable. The customer also wants to feel comfortable as soon as they enter into the building. Help customers with whatever services they are looking for. Explain to your customer your knowledge on what the customer is asking for, then the customer cant get confused, angry or impatient with you. And make sure you thank the customer for giving the company their valuable time even if they don’t purchase anything.

The way you can meet customers expectations are if the phones ringing make sure someone always answers it, make sure it doesn’t go onto answer phone because the customer is likely not to ring back because they will think the company is closed. When a customer enters the building make sure you greet them straight away with a happy smiley face and a welcoming attitude. Your body language and tone of voice whether it is in person or on the phone is very important too, let your customer know that you want to serve them and you are pleased to be talking to them, and trying to help them out as much as you can. Be polite the customer will not forget rudeness, and could take the matter further if he/she hasn’t had a very good experience with customer service at the company. Always thank your customer even if you are providing a service they cant get anywhere else thank them for their attention and business.

There are 3 steps to creating a personal vision, the first one been, identifying your values, this means writing a paragraph about yourself and write down what value skills you can bring to a company and what skills you have that would make you the perfect fit for the job. Second one is writing down your dreams for the future and where you’d want to see yourself in 5-10 years time and the third one is write down your goals for the future, so you can turn your dreams into goals, and by succeeding  in the future you need a plan of how your going to achieve your goals. People who do this and have a plan and goal to work towards become more successful then people with no dreams or goals.

Creating a personal vision statement is important because it will motivate you to do well in life, if you have something to aim for, it will make you more motivated to succeed in the goals you have in life. It will also help you to think deeply into your life, it will help you understand what’s important in life and what things you want to change about your life, by doing this statement it could help you live a much more positive and happy lifestyle, And as the years go by you can look back on the vision statement and see if you did accomplish your goals when you were younger, and if you did you might have more new goals to add to your vision statement.

You can set goals using SPIRIT by:
Been SPECIFIC about what you want to or don’t want to achieve.
Reward yourself with PRIZES at different points as you head towards finishing your goal.
Be an INDIVIDUAL your goal must be something you want to do and not anybody else.
REVIEW your progress as you go along, to see how far you have come and if you’re not happy with something go back and see how you can make these changes.
Be INSPIRING inspire yourself to do well, write down some inspirational quotes to help you get through it, then once you have accomplished something frame it, so others can see your success. 
Give yourself a TIME BOUND even if you cut down your goals into different category’s give yourself a certain amount of time to complete the task. It will also motivate you to get things done and finished in the right amount of time. 
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