Etiquette
Please can everyone remember to answer the phone “Clerk of Tynwald’s Office” not “Tynwald Library”. This is for all phones not just the front desk.

[bookmark: _GoBack]All phone calls to the main office number – 685500 - come through to the front desk. Please be aware that Members may put their constituency office phones on call forward to 685500 – this means that their phone calls will now come through to the front desk phone. 

1)      If it is a constituency call, you can take a message or ask them to call back later

2)      If they want to talk the Member about a Department issue, you can transfer them to the Department (see below) and/or give them the direct number of the Department

-          There is now one single place to view and manage the contact details of Members. The default view is set to show all Member contact details AND the name of their personal assistant

o   The link is accessible from the first page of the Intranet or from the TAO sub-page:

3)      Any issue where a member of the public wants to access a private area of the building – a private meeting in the Barrool Suite for example – call the Seneschal and he will deal with it appropriately. 
 

All info on the Front Desk Notes.


Main Number

No phone in the library call pick up group can pick up the main reception phone because it’s in the TAO call pick up group.





Library Main Number
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685500


Upstairs to TAO


Rings three times


Has a Forward All divert from 685500 to 651501


651501


If no answer


TAO HUNT GROUP






















All Member Phones on Call Forward




image1.png
651501 Front
Desk
“This number has o be called Reception
DIRECTLY to start this call flow

T
Call Forward / Busy / No Answer 15 seconds

A4
685520
‘Any number called vil follow this flov Library Man  |——————————
‘Any number plus Ruth & Andy can pick

up 3 ringing phone.

Call Forward / Busy / No Answer g seconds

651507
Helen P

Call Forward / Busy / No Answer 9 seconds

685407
Intern

Call Forward / Busy / No Answer 9 seconds
Call forward / Busy / No Answer

685521
Trudi

Call Forward / Busy / No Answer 9 seconds

A4

651500
Graeme

Call Forward / Busy / No Answer 9 seconds

685516
Francsca





