APSEA Southern Chapter:  MINI - TRAINING SESSION August, 2011 Monthly Meeting
           Topic:          Voice Mail and Business Cards     
                          (condensed and modified from Working World Mag)
1.  For Voice Mail, Have a Plan before you dial to improve your Call Back rate.

2.  Leave your name and return telephone number twice: First at the beginning of the message so that if the receiver doesn’t quite understand it, they won’t need to replay your entire message with frustration. Repeat name and number again at the end of message.  
3.  Limit your Message:  15 to 20 seconds. Keep it simple.  Who, What, When.  It can be a reference to the current issue or your role in it. Mention reason for calling.  Avoid “Just to touch bases with…”.  
4. Provide Reason For Them To Call You Back:  “I need to know … by this afternoon.”  If you say YOU will call again, that lets the other person off the hook. They will not call you back. 

5.  Speak Slowly and Clearly:  Avoid sighs of exasperation and avoid uncertainties by searching for the “right” words, with ah, ah, Have everything thought out ahead of time before you dial.
6.  Using Business Cards Successfully is also an Art:  The work world today depends on connections and interpersonal relationships.  Cards are one of the least expensive and most effective advertising “connecting” tools available.

7.  Always have your Cards with you:  It’s like always carrying an advertising sign.
There are little card carriers of all types that are lightweight for an inside pocket or wallet that will keep the cards “fresh” and presentable at all times.  Those cards are “You”.
8.  Ensure Cards are clean and current at all times.  They are inexpensive to print.  

It’s an investment in many forms.

9. Hand out cards one at a time:  If the other person out-ranks you, wait until you are asked.  Hand it out with a smile.  Important also, is how you receive their card.   If dealing with Asian Culture, accept their card with both your hands and with respect.

Thank them and spend a few seconds reading their card in their presence.  Then, carefully put the card away.  This shows you are grateful. Don’t stuff it in your pocket without reading it.  File the cards by business/profession or alphabetically and keep them handy.
See you at our Next APSEA meeting where we will discuss our Mini-Trng Sessions and let’s stay connected and remember, “Choosing Happiness is Contagious”.  
PP 
