[image: BOLC_Logo]                                                                  
 (
   
Assignment Cover Sheet
)



	Student Name:
	Shakeela Rana

	Student Number:
	14675

	Course:
	Customer Service

	Assignment NO:
	1



Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:

 Question 1.) What is customer service?

It is the way how we  treat people that come to our company or the business because they support the company or are buying or paying customers 
We treat the customers  through communication and co operate verbally over the phone, in person, on-line, e -mail, text, surveys, face to face or meetings these are people we attend to internal or external within the organization. people who we serve in many of these ways or more.

Question 2.) Explain six critical element of customer service

Six critical elements 
Be a problem solver, measure it, reinforce it, given life within the organization,defined within the organization customer service focus 

Question 3.)
Outline some ways of meeting customers expectations ?

Customer expectations 
Answering phones, Be present  , Greet customers, Thank guest,  pay attention to details, be polite

Question 4.) What are some of the important steps of creating a personal vision?
Some important ways for creating a personal vision statement 
Identify values, define values put it all together 

Question 5.) Why creating a personal vision statement is important ?
Helps set long term or short term goals which should influence your daily plan 

Question 6.) How can we set goals using spirit?
Being inspired , time bound , choose the right goals,  identify  individual skills, review progress,
be specific, reward yourself 
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