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1) What is customer service?
Customer Service is the way you treat people who support your company. These can be External or Internal customers, paying/Free or staff members (anyone). Its their perception of this experience that brings them back for repeat service if the experience was Friendly, Easy, Quick and with direction.

2) Some of the Critical Elements of Customer Service are:
a) Know your Company/Brand. History and future visions show interest and adaptability for your markets.
b) Develop Staff skills. Don’t hire and learn through trial and error or mis               
inform this would encourage distrust and reliability issues.
c) Customer Service Skills adaptability, empathy, clear communication,
Patience. These skills show Knowledge, understanding, calmness 
d) Focus on Quality of Experience for your customer. A friendly, competent
experience would create an experience that would be repeatedly used over a poor/unsatisfactory experience.  
e) Admit/Identify mistakes so to improve relations/trust. These can occur due
to Lack of knowledge, errors or change in market situations.
f) As an experience should evolve with your product.

3) Outline some ways of meeting customer's expectations:
a) Be accessible. To be available at all represented times via direct contact (preferred) or phone services with no delays and the experience should be responsive/productive.
b) Treat customers with courtesy. Always focus on the situation rather than the individual as the problem may seem simple to you but is important to the Customer. Courtesy is the main way to convey respect. Excellent customer service cannot happen without a friendly atmosphere.
c) Respond to the needs and wishes of the client. Customers are more likely to return if the service that’s received is complete and not fractured and incomplete, this gives the impression of your service Satisfying the client.
d) Be Polite. Your client will not forget rudeness. Always thank your client for their attention and business.
e) Follow up and follow through. Resolving queries will quickly impress clients as will following up and delivering on promises.
f) Have well trained and informed staff. This will show clients quick, informative, educated, professional service that is respectful and considerate of their clients needs.

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

a) Identify past successes. These could be at work or private life, see if there are any common trends.
Step 1
Define your values: Truth and integrity/Reliability/Feeling of inner harmony
Step 2 
Truth and Integrity - Being honest in all communications and acting in the                               interest of all parties without bios.
Reliability – To complete all stated obligations verbal or written punctually.
Feeling of inner harmony – Being happy, SMILE, showing interest in each task.
	Step 3
                  Vision Statement – 
My personal vision is to have a life of meaning, to live a life with trust, honesty     and support for other’s family/friends/strangers. Earning respect through accomplishment, knowledge, quality and happiness.
I want a life & career that is full of learning, interest and improvement for myself and others around me. I would like people to look at me as a positive influence on their lives and someone that was able to help, improve and advance them through Actions, Kindness, thoughtfulness and wisdom.
	       
5) Why creating a personal vision statement is important?

a) This creates direction purpose and understanding for the future.
b) Identify core values. This sets a standard.
c) Identify contributions past and current. Contribute in a positive manner to each situation with knowledge, compassion and thought.
d) Identify goals -  This allows direction, planning and structure.

6) How can we set goals using spirit?

a) Specific – be clear about what you want or don’t want to achieve
b) Planning – Break down tasks to smaller achievable tasks
c) Motivation – Prizes and rewards
d) Individual – a goal should be of interest and something that you want to do.
e) Review – Always review your progress periodically
f) Inspiring – Make the goal to be a positive gain
g) Set Time frames – When tasks should be completed

My Dreams and Goals:
My Dreams – Continue with advancement, empathy, improvement, completion, quality, reliability and success.
My Goals - Continue with advancement, empathy, improvement, completion, quality, reliability and success.
[bookmark: _GoBack]My Vision – To complete all aspects of work and home life to a high quality with  compassion and vision, that others look up to with envy and strive to copy.
