CONTROL YOUR ENVIRONMENT CHECKLIST

____________
1.
Select a quiet environment free of distractions for calling.

____________
2.
Have your desk free of distractions.

____________
3.
Sit in a comfortable chair at a desk with good lighting.

____________
4.
Eliminate all background noise.

____________
5.
Do not allow interruptions, except for the following exceptions:





_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

____________
6.
Place a small mirror in front of the phone so you can remember to

smile! (
____________
7.
Use a headset.

____________
8.
Stand up, move your hands and arms when you speak.

____________       
9.
Have your tally sheet readily available.

____________        10.
Check calendared database contacts.

____________        11.
Look at goals or time blocking hourly.

____________        12.
Have good posture.

____________        13.
Under-promise and over-deliver.

____________        14.
Time block personal calls: ie. 11:30am to noon.

____________        15.
Leave your attitude outside our offices.

____________        16.
Always seek closure.

____________        17.
Give more than you get.

____________        18.
Dual task.

____________        19.
Handle paperwork no more than twice.

