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When You Keep Someone Waiting

Often an executive must keep someone waiting who
has an appointment, either because the executive is
badly organized or has a series of emergencies with
which he must cope. Time is equally valuable to
everybody, thought. What could be the best manners
CEOQO have to show visitors who are to be waited.,

1. When you must keep a visiting executive waiting in your
office, go out to the reception area to greet him or her,
apologize, and explain the delay.

2.1f you can't go out to talk to him, have your secretary let
him know you are aware of his arrival. What really
aggravates a visitor is to feel no contact has been made
with the person he has come to see.

3.if you are going to keep someone waiting longer than
thirty minutes, explain your predicament yourself(this is not
the secretary's job), apologize.

4.In case there are no chances to meet him, give your
visitor the option of waiting or rescheduling the
appointment at his convenience.

5.Make certain that your waiting area is equipped with
comfortable chairs, good reading lights, and interesting
reading material.

- ‘Complete Guide To Executive Manners' 0flAt-
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