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Handling 
Customer 

Complaints

Act Immediately 
When Handling 

Issues

Listen
Ask the 

Customer 
Questions

Meet Face 
to Face

Be Empathetic 
and 

Sympathetic

Apologize

Admit When 
You Are at 

Fault

Follow Up 
After

Learn From 
the 

Experience

Go the 
Extra-Mile

Be
Available

Give the 
Customer 

Time


