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“Thank you for calling Customer Service.
If you're calm and rational, press 1.

If you're a whiner, press 2.

If you're a hot head, press 3.
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You don’t call me back soon 

enough.

You call me too often.

Acknowledge contact. Even if you don’t have an answer right away, let the person know you received their request 

and will be working on it. 

You’re never around when I 

need you.

You always wait until the last minute. Clearly communicate timelines. While not 100% foolproof, this does cut down on the number of offenders. 

That's not what I was told 

yesterday.

When you don't like my answer, you call 

someone else.

Communicate with fellow administrators. If you are unsure about something, ask for help. It's important to present a 

united, professional front.


Tips to providing good customer service:

1. Define who your customers are. Customers are not just departments. Customers are also your colleagues and anyone else who either directly or indirectly benefits from your services.
2. Get to know your customers. There will always be some that you enjoy working with and some that you tolerate.  Understanding how individuals operate will give you a better understanding of how you can assist them. 

3. Don’t be afraid to say “I don’t know.” But don’t stop there. Follow up on the matter and find the correct answer. 

4. Network with other administrators. Find out how others deal with situations you face on a daily basis. Even if you don’t like the advice, there is always something that can be learned.
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