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Sales, Customer Service, Marketing and Reception Training

Training Outline

1. Customer Service (14 hours)

Introduction to Customer Service

Understanding Customer Needs and Expectations

Effective Communication Skills for Customer Service

Handling Difficult Customers and Complaints

« Building Customer Relationships and Loyalty

« Role-playing and Scenarios for Customer Service
« Customer Service Best Practices

- Assessment and Feedback
2. Marketing (19 hours)

- SEO search engine optimization
« Product lifecycle management

« Digital marketing management
« Market research and analysis

« Marketing matrics and analytics
« Branding and positioning

« Product Case study preparation

« Communication Management
3. Sales (16 hours)

. Understanding the Sales Process

. Sales Techniques and Strategies
. Negotiation Skills
- Sales Presentation Skills

« Sales Ethics and Compliance

4. Reception (16 hours)

« Role of a Receptionist

. Front Desk Etiquette and Communication

« Managing Phone Calls and Emails

. Appointment Scheduling and Calendar Management
« Handling Visitors and Guests

« Problem-solving at the Front Desk
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+ Multitasking and Prioritization
« Security and Confidentiality

« Reception Best Practices

- Assessment and Feedback

T T Iy T e S TR e N S e




