Parts Dept Phone Etiquette 


· You must answer the phone. If you are not going to answer the phone this job is not for you. We cannot drop calls. To give you a perspective on phone calls. The average phone call is 5.97 minutes. That is 10 calls in an hour that you could potentially answer. 10 calls x 2 advisors = 20 calls in an hour. 20 calls an hour x 10 hours = 200 phones calls we could potentially answer in a day. I understand that we get busy and can’t always answer the phone, but we cannot afford to lose customers. A couple things about the phones:
· If a customer leaves you a voicemail. I expect you to call that customer back within the hour. There is no reason to not return a customer’s call. I should not be getting complaints that a customer left multiple voicemails, and no one called them back. 
· The MAXIMUM time a customer should be placed on hold ever is 2 minutes. There is no reason to keep a customer on hold longer than that. If you need to gather information from service, take their name and number, and ask them if it is okay to call them back. 

 
