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Interacting with students, parents, faculty, and other community members is an important part of many 

classified employees’ workday. Providing them with great service will make your day go more smooth-

ly and result in fewer problems down the road. It will also enhance the reputation of your department, 

college, and even the District as a whole. Improving public opinion of our organization is valuable for 

getting and maintaining public support and funding. Learn how you can improve the service you pro-

vide by reading the following tips: 

Provide prompt, courteous service. Be considerate of others’ time and needs. Dealing with re-

quests quickly and pleasantly is a basic foundation for providing good service. Ask yourself if you 

would enjoy being on the receiving end of the service you’re providing. If your answer is no, then 

it’s time to rethink your approach. 

Be a good listener. Paying attention to what others are saying makes them feel valued and helps you 

determine their needs and how you can help meet them. Listen to their words, but also pay attention 

to the tone of their voice and their body language to get a full picture of where they’re coming from. 

Don’t argue, interrupt, or talk over the other person. It will make them feel as if their issues aren’t 

being heard. Sometimes listening carefully is all that’s required to reach a positive outcome or find a 

solution to a problem. 
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Interacting 

with the Public: 
How to Provide 

Great Service 



Use sincerity and empathy. Make an effort to put yourself in the other person’s shoes, particularly if 

they are coming to you with a problem or complaint. Treat them like a human being instead of a 

problem or obstacle, and you are more likely to diffuse any tension. Feeling empathy for the other 

person will help you respond to their needs with genuine care and concern.  

Know when and how to apologize. Being apologetic for someone’s frustration or inconvenience 

even if it’s not your fault can help resolve difficult situations. Remember that your main goal is to 

find a way to gracefully reach a solution, not to prove that you’re right or they’re at fault. Focusing 

on blame will only escalate conflict and delay settling the issue. 

Go the extra mile. When it’s reasonable and within your power, give a little extra effort to meet peo-

ple’s needs. It can be as simple as actually showing someone the way to their destination rather than 

half pointing in the general direction. Small extra touches add up to a lot and leave a lasting impres-

sion. 

Always keep in mind that we are here to serve our students and community. Providing quality service 

will build good relations as well as improve the public’s perception of our work. 


