What is customer service?
Customer service is the way to treat people and the experience a customer gets when using a product made by your company. Thus, when  a customer buy a product and recommend the product to friends. Also, buy a product that meet their needs at a price they can afford.
Explain the critical elements of customer service.
The critical elements of customer service are:
The key to good customer service is building good relationships with your customers. Thanking the customer and promoting a positive, helpful and friendly environment will ensure they leave with a great impression. A happy customer will return often and is likely to spend more. To build good customer relationships you need to:

· Greet customers and approach them in a way that is natural and fits the individual situation.
· Show customers that you understand what their needs are
· Accept that some people won't want your products and concentrate on building relationships with those who do.
· Help people - even just letting a customer know about an event that you know they're personally interested in is helpful.
· Continue to keep customers aware of what's in it for them to do business with you.
Staff
If you want to provide the best customer service, all of your staff need to have good communication and sales skills. You will also need to show leadership by personally providing excellent customer service at all times. You have to learn more about the sales process.
Complaints
Listen to customer complaints; you may learn something about your product or service. Let customers know that you appreciate feedback.
Overcome any objections. Listen to what the customer is objecting about (often price, merchandise or time). Confirm the validity of each concern and offer a solution. 
Products
Know your product- that’s where everything is located, brand names, place of manufacture and price. The more you know, the more confidence you can build in the customer.
Recognise product features. Turn these features into benefits for the customer. Ensure your staff can tell customers about the product features and benefits.
Meeting customers' expectations
To provide good customer service, you need to understand who your customers are and what they want.
Know your customers
Gather information about as many of your customers as possible. Try to find out what your customers are buying, why they are buying and the frequency of their purchases. When trying to understand their needs, it may be useful to know details such as their lifestyle, occupation and interests. Include any potential customers who have made enquiries about your goods or service. 
Understand your customers' needs
Each customer will have a different perception of what customer service means to them. If you want to provide good customer service, you should know the needs of the customer and how to fulfill those needs.
Find out how your customers expect you to meet their needs. The expected level of service varies from marketplace to marketplace, industry to industry and, to some extent, from consumer group to consumer group. Research your marketplace and your target markets to find out what your customers expect of your business in your location.
Meet your customers' needs
Tailor your level of service to suit your customers' needs. Some businesses work well providing a 'no frills' basic level of service while others go beyond customer expectations to achieve a level of service to make their customers say 'wow'.
Some ways to go beyond customer expectations are:
· Introducing initiatives - for example, customer focus groups, customer survey cards or a suggestion box. These initiatives send a clear message to customers that you are interested in their input.
Understand customer expectations
Learn what customers expect by:
· Doing customer research and studying customer complaints.
· Using information from customers to try new ways to deliver the service.
· Getting your staff talking to your customers.
Establish service values and standards
Establish service quality values and standards by:
· Developing values and standards that are realistic, clear and achievable.
· Regularly talking to and assessing staff using these service standards.
· Knowing what tasks are most important to maximise customer satisfaction (e.g. reduce queues, deliver on time).
Train staff
Ensure that staff are adequately trained by:
· Providing staff with the technical training they need to meet the service standard.
· Building teamwork among staff.
· Empowering staff to take appropriate action to resolve customer concerns.
Outline some ways of meeting customers’ expectations.
Some of the ways of meeting customers’ expectations are: Meeting expectations, mystery shoppers, survey and feedback forms business website and business records.
· Making sure that all advertising material reflects the nature of the product or service.
· Making staff aware of all advertising and promotional activities so they know what customers are expecting.
· Offering customers different levels of service for different prices and explaining the differences between those levels.
Mystery shoppers
· You could organize a friend or family member to be a mystery shopper or mystery phone caller. Have them ask specific questions of your staff to test their product. knowledge, helpfulness and the time taken to be served.
· You may also be able to hire a mystery shopping company, who can design their visits around your specific requirements.
Surveys and feedback forms
· Customer feedback is another good measure of your service. To collect information on customer satisfaction, you could use survey cards where customers rate aspects of your service (e.g on a scale of 1 to 5). You can ask for feedback on specific aspects of your business or leave forms open-ended, like a suggestion box. Share with staff any positive or negative feedback you receive.
You can collect customers' personal details by asking for names, contact details and preferences on the back of any feedback forms or cards. Any customer information that you collect, whether you use it or not, must comply with business privacy laws. The laws also cover how you can store and use the information
Business website
· Include a feedback section on your website, such as a message board, or make a clear 'contact us' section and say that you appreciate all feedback.
Business records
· You can also measure aspects of your business that have numerical values, such as the number of orders, number of complaints and number of hits on your website, as these are affected by your customer service.
What are the important steps of creating a personal vision?
Creating personal vision is a type of vision that enables an individual to forecast or anticipate into the future and make provisions for it.
And the step that involves a personal vision are:
Identifying your values: Is the ability to make decisions and implement them, to persuade and influence others. Building meaningful relationships with others, working as a team to set a standard for your company. Competition with others, as we are in a perfect competition market. Letting other markets and the generational public to know that your company product is the best in the market through advertising.
Setting goal goals through SPIRIT.
SPIRIT in goals setting means: Specific, Prizes, Individual, Review, inspiring and time-bound.
Specific through goals setting is to become the best customer service in my company.
Prizes through goals setting is to anticipate into the future, make provions for it through working hard and set these goals.
Individual through goals setting is for my company product to be the best in the market.
Review through goals setting is for me to work as a team to set that standard.
Inspiring through goals setting is to assertive in everything that I do. And working very hard towards these goals.
Time-Bound through goals setting is to achieve these through a long term planning and making provisions for it towards these goals.
Value One
My values are to work as a team with my superiors and subordinates.
Value Two
My second value is to be helpful, a quick learner and what the company expects from me.
Value Three
My third value is to forecast into the future and make provisions for it. Thus, either a long term or short term planning in setting these goals for myself and company.
Use the space below to write out your vision statement.
My vision statement and my dreams are to set a good standard for myself and my company.

The areas of life I want to set my goals in is to best the customer service agent in my area of specialty and in my company. Also exceeding in my customer service targets. Becoming more skilled in my communication skills. Also, anticipating into the future and making provisions for it.
My Dreams and Goals 
[bookmark: _GoBack]My dreams and goals is to best customer service agent, to be helpful, a quick learner and what the company expects from me  and to set a good standard for myself and my company.



