PHONE ETIQUETTE ~ THE BASICS

e Greeting
“Good morning”
“Good afternoon”

¢ |dentify department reached
e |dentify self
e “How may | help you?”

Examples:

e “Good morning”

e “Education, Employee Health and Wellness, Infection Prevention”
e “This is Heather”

e “How may | help you?”

e “Good afternoon”

e “Human Resources”

e “Thisis Pam”

e “How may | help you?”

e “Good afternoon”

e “Marketing”

e “Thisis Devyn”

e “How may | help you?”



