
Introduction
· Telephone communication is at the heart of modern business. If staff can develop effective telephone skills, they’ll portray a positive, professional image and strengthen relationships with customers and suppliers.
· A perfect introduction to telephone skills for anyone who uses the phone at work, Telephone Behaviour: The Rules of Effective Communication will improve the way your business is represented on the telephone. From the importance of starting the call with a ‘verbal handshake’ to repeating key phrases to show callers they’re understood, the course is packed with practical rules to help staff conduct a more professional telephone call from start to finish.
Who is the course for?
· Telephone Behaviour: The Rules of Effective Communication is suitable for anyone using the telephone at work who needs to know how to create a professional impression of the company and successfully gather the information they need.

· This course is appropriate to any business sector, there are no formal entry requirements and employees do not require any prior experience.
What will you get from this course?
When you have completed this course, you will be able to:
· Use the telephone effectively at work

· Be prepared before making a business call

· Start and finish a business call in a professional manner

· Control the conversation by asking the right questions
