The Top 25 Phrases for Customer Service

When Greeting

The Customer @

1.“Welcome to [INSERT COMPANY NAME]
Customer Service. My name is [INSERT
NAME]. How can | help you?”

2. “Good morning/afternoon! You're
through to [INSERT COMPANY NAME]. My
name is [INSERT NAME]. How may | help

you today?”

5. “I realise that this situation is difficult,
but let’s try and find a solution.”

When Acknowledging
The Customer

6. “l would feel the same in your
situation, but we will sort this out...”

7.“I'm sorry you are having this problem.
Let’s see if there is anything we can do to
help the situation.”

When More Informaton
is Needed

L)

3. “So, what | understand so faris... it

would be great if you could tell me a bit
more about...”

4. “For me to... it would be brilliant if you
could give me just of few more details

n

on.

When Reassuring
The Customer

<

8."“Thanks, it is great that you alerted us
to this”

9. “You are absolutely correct. Let’s look
into this.”

10. “Definitely, | will make sure that this
gets resolved for you.”




