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                                 Assistant Return Calls Script



Typical Return Call Script:

"Good morning, this is ______ with ______’s office. ______ asked me to contact you as part of our platinum customer service to let you know….”

Always mention the agent's name. 

Always make the agent look good.




Setting Expectations and Deadlines:

Ask your agent/affiliate the question. 

“Will you be able to return this fax by 2:00 or 4:00 p.m.? Great!”

Always set deadlines on other agents, affiliates, etc.
Taking Messages:

1.  Always use a carbonless message book so that you never lose a message.

2.  Repeat phone #s twice as you enter them into the book. Never scratch paper!

3.  Always obtain the message from the caller, no exceptions.

4.  ALL incoming calls must be logged.

