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ATLANTA, GEORGIA, UNITED STATES,

May 11, 2021 /EINPresswire.com/ --

Moneypenny has spent decades

providing receptionist  services to

thousands of businesses across

multiple business sectors, from real

estate and large corporations to small

businesses too, and its highly skilled

staff have perfected the art of being

friendly yet efficient.  There is an art to

greeting people though, and a

Moneypenny survey showed that a curt

‘Hello’, used by 26% of small

businesses when answering their

phone calls, is seen by most as

‘unprofessional’, ‘off-putting’ and even

‘rude’.  

Carrie Pickett Operations Manager

from Moneypenny has spent several

years studying the most effective way

to answer and handle business calls

and greet clients and visitors in person

and she is responsible for training the

1,000 Moneypenny PA’s globally who

handle thousands of business calls

every day. To mark National

Receptionists’ Day (12 May), here are

Carrie’s top greetings etiquette tips: 

Be a ‘GOFI’  God/ Goddess of  First Impressions.  When you answer the phone the person calling

will build an instant impression of you.  You want to come across as enthusiastic, helpful and

efficient, not rude, bored and grumpy, so move beyond a curt ‘hello’.

http://www.einpresswire.com
http://www.moneypennny.com/us/
https://www.moneypenny.com/us/phone-answering-service/


Be chirpy but not too chatty.  Business people want to get to the point quickly. You’ve probably

got less than six seconds to deal with a caller’s enquiry. It’s friendly to have a line or two of

general conversation, but don’t spend several minutes on pleasantries.

Verbally nod! Commit to the words you are saying to make sure you come across as positive and

decisive rather than vague or distracted.  If you don’t know the answer to a question, its fine to

admit this, but quickly suggest you can find the required information and come back to the caller

as soon as possible.  Give a time frame for this; don’t leave it hanging.

Focus on what you can do and not what you cannot.  If you’re busy and can’t go into detail with

your caller there and then, take their details and tell them you’ll call back. 

Say it with a smile and ensure your tone mirrors your greeting.  If you are physically smiling then

this will naturally be translated into an upbeat voice.  It’s a classic, but there is a warmth and

energy you only get with a smile. It also sharpens your speech so your words are clearer to the

caller.

Be efficient and reassuring. There is no script and one size does not fit all.  Don’t rely on stock

phrases or replies. The caller needs to have confidence that you are  really listening to them and

taking their call seriously, rather than mechanically going through the motions.

Think of each caller as your million pound customer. How would you speak to them if they

wanted to spend £1million with you? That’s how you should greet everyone when you answer

the phone. Impress the caller to the point that they can’t wait to work with you. 

Be alert and ready when greeting a client or visitor in person.  There’s nothing worse than having

to wait for someone to look up and greet you, especially if they seem engrossed in something

else and uninterested in helping. It’s essential to greet a visitor with a genuine warm smile and

an obvious willingness to help.

Joanna Swash, Group CEO commented: “The role of the PA and the receptionist should never be

under-estimated.  Whether meeting clients or visitors in person or virtually, they create that first

valuable impression of a company being called or visited, so it’s vital to make the first contact

friendly, warm and efficient. It’s one of the reasons so many businesses rely on Moneypenny to

look after their calls while they get on with running their business. We urge businesses to test

out their receptionist and phone answering systems , especially since they may have switched to

a virtual reception during the pandemic, and to be honest about the impression received and

take action if it is anything less than slick and professional.”
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For further information please contact:

https://www.moneypenny.com/us/phone-answering-service/


Mj.greenhalgh@moneypenny.com 

NOTES TO EDITORS

About Moneypenny

Moneypenny is a global provider of phone answering, outsourced switchboard, live chat and

customer contact solutions working with businesses of all shapes and sizes, from sole traders

right up to multinational corporations. Moneypenny offers a virtual dedicated receptionist;

briefed by you on your business needs and they hand pick your perfect receptionist to look after

your precious calls acting as part of your extended team exactly as they would if they were based

in an office.

Moneypenny has over 1,000 staff globally and handles over 20 million calls and live chats for

21,000 businesses. Moneypenny is proud to have been part of the ‘100 Best Companies to Work

For’ six times.

Mary Jane Greenhalgh

Moneypenny

+1 843-501-2090

email us here

Visit us on social media:

Facebook

Twitter

LinkedIn

This press release can be viewed online at: https://www.einpresswire.com/article/540826513

EIN Presswire's priority is source transparency. We do not allow opaque clients, and our editors

try to be careful about weeding out false and misleading content. As a user, if you see something

we have missed, please do bring it to our attention. Your help is welcome. EIN Presswire,

Everyone's Internet News Presswire™, tries to define some of the boundaries that are reasonable

in today's world. Please see our Editorial Guidelines for more information.

© 1995-2021 IPD Group, Inc. All Right Reserved.

http://www.einpresswire.com/contact_author/3091176
https://www.facebook.com/HelloMoneypennyUS/  
https://twitter.com/Moneypenny?ref_src=twsrc%5Egoogle%7Ctwcamp%5Eserp%7Ctwgr%5Eauthor
https://www.linkedin.com/company/moneypenny-usa/
https://www.einpresswire.com/article/540826513
https://www.einpresswire.com/editorial-guidelines

