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Customer Service Course

(SAID:  67000)

DATE/TIME 11, 12, & 13 April 2005 (0900 — 1600)
COST NONE
Provides customer contact skills and best approaches for handling
DESCRIPTION | customers with courtesy and efficiency. This course is conducted in
Japanese.
* The course is conducted in Japanese.
ELIGIBIITY Clerical and administrative staff engaged in providing information
to visitors and customers.
LOCATION HRO Classroom, Bldg #1472
NOMINATION | Submit Training Request (DD Form 1556) via appropriate management
PROCEDURES| chain and activity training coordinator to CNFJ, RTO (N114) NLT 30 Mar
05.
POC Ms. Yamada, CNFJ, RTO at extension 243-8181 for more information.
COURSE SCHEDULE
DATE HOURS SUBJECTS
Importance of effective customer service
The role of customer service personnel
4/11 (Mon) 0900-1600 Constructive attitude toward customers
Psychology of customers
6 steps of customer service
Communication techniques
Receiving American customers
4/12 (Tue) 0900-1600 English expressions for handling customers
How to deal with various types of customers
Techniques of customer service
Practice sessions
4/13 (Wed) 0900-1600 What is expected as customer service
personnel




