

                                     Los Angeles Valley College

	Course Title:
	Accelerated Customer Service Representative

	



Course Description:
	THE COURSE COVERS EFFECTIVE TELEPHONE AND IN-PERSON COMMUNICATION SKILLS, UNDERSTANDING AND HANDLING DIFFICULT CUSTOMERS, DEVELOPING EFFECTIVE CUSTOMER SERVICE STRATEGIES, METHODS AND ATTITUDES LEARNING TO COMMUNICATE AND FUNCTION IN CULTURALLY DIVERSE WORKPLACE, UNDERSTAND AND DEMONSTRATE USE OF XP WINDOWS (MICROSOFT WORD AND EXCEL 2003, OUTLOOK AND EMAIL) AND UNDERSTAND SALES FUNDAMENTALS. STUDENT WILL EARN A CERTIFICATE OF ACCOMPLISHMENT UPON COMPLETION.

	Total Cost: 
	$900

	Duration:
	3 weeks (75 hrs.)

	Target Occupation:
	
Customer Service Rep

	Target Industry: 
	Businesses


