
professional business voicemail
greetings examples
professional business voicemail greetings examples are essential tools for
enhancing communication in a professional setting. A well-crafted voicemail
greeting serves not only to inform callers of your absence but also to convey
professionalism and establish a welcoming tone. In this article, we will
explore various examples of business voicemail greetings tailored to
different industries and situations. Additionally, we will discuss the
importance of voicemail greetings, tips for creating effective messages, and
common mistakes to avoid. By the end of this article, you will be equipped
with the knowledge to craft an effective voicemail greeting that reflects
your professional image.
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Importance of Professional Voicemail Greetings

Professional voicemail greetings are a critical component of business
communication. They create the first impression for callers when they reach
your voicemail, setting the tone for future interactions. A thoughtful
greeting can enhance the image of professionalism and reliability that your
business aims to project. Moreover, it provides essential information to
callers, such as your name, the purpose of your absence, and alternative
contact methods.

Having a clear and concise voicemail greeting can also improve customer
satisfaction. When clients know they can reach you or an appropriate
alternative, they are more likely to feel valued and understood. In addition,
professional voicemail greetings can help streamline communication within
your organization, ensuring that messages are directed to the right person
promptly.



Types of Voicemail Greetings

Different situations require different types of voicemail greetings.
Understanding the context can help you tailor your message effectively. Here
are some common types of voicemail greetings:

General Voicemail Greeting: A standard greeting that provides essential
information about your availability.

Out-of-Office Greeting: Used when you are away on vacation or business,
indicating when you will return.

Emergency Greeting: For situations that require urgent attention,
providing alternative contact information.

After-Hours Greeting: For calls received outside of business hours,
informing callers of your operating hours.

Personalized Greeting: Tailored messages for specific clients or
situations to enhance rapport.

Examples of Professional Business Voicemail
Greetings

To assist you in crafting your own voicemail greeting, here are several
examples categorized by type:

General Voicemail Greetings

General voicemail greetings should be straightforward and professional. Here
are a few examples:

"Hello, you have reached [Your Name] at [Your Company]. I am currently
unavailable to take your call but please leave your name, number, and a
brief message, and I will return your call as soon as possible. Thank
you!"

"Hi, this is [Your Name]. I am unable to answer the phone right now.
Please leave your contact details, and I will get back to you shortly.
Have a great day!"



Out-of-Office Greetings

Out-of-office greetings inform callers when you will be unavailable for an
extended period. Consider these examples:

"Thank you for calling [Your Name] at [Your Company]. I am currently out
of the office until [Return Date]. If your matter is urgent, please
contact [Alternative Contact Name] at [Contact Information]. Otherwise,
I will respond to your message upon my return. Thank you!"

"Hello, this is [Your Name]. I am out of the office and will not be
checking my voicemail regularly. I will return on [Return Date]. For
immediate assistance, please reach out to [Alternative Contact Name] at
[Contact Information]. Thank you!"

Emergency Greetings

Emergency greetings are crucial in urgent situations. Here are examples to
consider:

"Hello, you have reached [Your Name]. This is an urgent message. If you
need immediate assistance, please call [Alternative Contact Number].
Otherwise, leave a message, and I will return your call as soon as I
can."

"Hi, this is [Your Name]. I am currently unavailable. If this is an
emergency, please contact [Alternative Contact Name] at [Contact
Information]. Thank you."

After-Hours Greetings

After-hours greetings help manage expectations for callers who reach you
outside business hours. Here are examples:

"You've reached [Your Name] at [Your Company]. Our office hours are
[Operating Hours]. Please leave a message, and I will return your call
during business hours."



"Hi, this is [Your Name]. You have reached me after hours. Please leave
your name and number, and I will return your call the next business day.
Thank you!"

Tips for Creating Effective Voicemail Greetings

Creating an effective voicemail greeting involves more than just reading a
script. Here are some tips to enhance your greeting:

Keep it Short: Aim for a greeting that is concise and to the point. A
good length is around 20-30 seconds.

Be Clear and Professional: Speak clearly and maintain a professional
tone. Avoid using slang or overly casual language.

Include Essential Information: Make sure to mention your name, your
company, and how callers can reach you or an alternative contact.

Use a Friendly Tone: While professionalism is key, a warm and friendly
tone can make callers feel welcomed.

Regularly Update Your Greeting: If your availability changes or you have
special announcements, update your voicemail greeting promptly.

Common Mistakes to Avoid

When creating your voicemail greeting, it's important to avoid common
pitfalls that can detract from its effectiveness:

Being Too Long: Lengthy messages can frustrate callers. Keep it brief.

Neglecting to Update: Failing to update your greeting can lead to
confusion about your availability.

Using Complex Language: Avoid jargon and overly complicated language.
Your message should be easy to understand.

Ignoring Alternative Contacts: Always provide an alternative contact for
urgent matters.



Lack of Personal Touch: A generic greeting can feel impersonal.
Personalize it where possible.

Conclusion

Creating professional business voicemail greetings is a vital aspect of
effective communication in any organization. By understanding the importance
of these greetings, knowing the different types available, and utilizing the
provided examples, you can craft a voicemail message that enhances your
professional image and serves your clients better. Remember to incorporate
the tips discussed and avoid common mistakes to ensure that your voicemail
greeting leaves a positive impression on every caller.

Q: Why are professional business voicemail greetings
important?
A: Professional business voicemail greetings are important because they
create a first impression for callers, convey professionalism, provide
essential information, and enhance customer satisfaction during your absence.

Q: What should I include in my voicemail greeting?
A: Your voicemail greeting should include your name, your company name, a
brief message explaining your absence, and alternative contact information if
applicable.

Q: How long should my voicemail greeting be?
A: A good voicemail greeting should typically be around 20-30 seconds long to
ensure clarity and maintain the caller's attention.

Q: When should I update my voicemail greeting?
A: You should update your voicemail greeting whenever your availability
changes, such as when you are out of the office, on vacation, or if there are
special announcements to convey.

Q: Can I personalize my voicemail greeting?
A: Yes, personalizing your voicemail greeting can enhance rapport with



clients. Consider adding a friendly tone or a short personalized message for
specific clients when appropriate.

Q: What are some common mistakes to avoid in
voicemail greetings?
A: Common mistakes include making the greeting too long, neglecting to update
the message, using complex language, failing to provide alternative contact
information, and lacking a personal touch.

Q: Are there different types of voicemail greetings
I should consider?
A: Yes, you should consider types like general greetings, out-of-office
greetings, emergency greetings, after-hours greetings, and personalized
greetings based on specific situations.

Q: How can I ensure my voicemail greeting sounds
professional?
A: To ensure professionalism, speak clearly, maintain a formal tone, avoid
slang, and keep the message concise and informative.

Q: What is the best way to record my voicemail
greeting?
A: The best way to record your voicemail greeting is to use a quiet
environment, speak clearly and confidently, and consider practicing your
message before recording to ensure a smooth delivery.
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Anath Lee Wales. This essential guide is designed to elevate your communication skills, providing
you with the tools needed to thrive in the modern business world. In this comprehensive book, you'll
explore: Introduction to Business Communication: Learn the foundational concepts, including
Encoder/Decoder Responsibilities, Medium vs. Channel, Barriers to Communication, Strategies for
Overcoming Barriers, and the dynamics of Verbal vs. Non-verbal Communication. Structuring
Business Communication: Understand the structure and lines of communication within an
organization, define your message, analyze your audience, and learn how to effectively structure
your communication. Developing a Business Writing Style: Discover the roles of written
communication, characteristics of good written communication, and strategies to develop an
effective writing style. Types of Business Writing: Master various business writing formats, including
Business Letters, Memos, Reports, Emails, and Online Communication Etiquette, ensuring you can
handle any writing scenario with confidence. Writing for Special Circumstances: Gain insights into
tactful writing, delivering bad news, and crafting persuasive messages tailored to specific contexts.
Developing Oral Communication Skills: Enhance your face-to-face interactions with guidelines for
effective oral communication, speech delivery, and active listening. Doing Business on the
Telephone: Learn the nuances of telephone etiquette, handling difficult callers, and leading effective
business conversations over the phone. Non-verbal Communication: Understand the importance of
body language, physical contact, and presenting a professional image in business settings.
Proxemics: Explore the impact of space, distance, territoriality, crowding, and privacy on business
communication. Developing Effective Presentation Skills: Prepare for public speaking with tips on
managing presentation anxiety, using visual aids, and leveraging technology for impactful
presentations. Conflict and Disagreement in Business Communication: Learn about conflict
resolution values and styles, and strategies for managing cross-cultural communication challenges.
Communication for Professionals is your definitive guide to mastering the art of business
communication. Whether you are a seasoned professional or just starting your career, this book
provides the essential knowledge and skills to communicate effectively and confidently in any
professional setting.
  professional business voicemail greetings examples: The Small Business Success Guide
Margie Sheedy, 2011-09-19 Whether you're a budding entrepreneur or you already own a small
business, The Small Business Success Guide will help you fast-track your business on the ride from
good to great. The Small Business Success Guide is brimming with practical ideas and proven
strategies to make your small business a winner. Including inspiration and guidance from some of
Australia's leading small business experts, this handy resource has the answers to turn your dream
into a profitable reality. Inside, you'll discover how to: get your business foundations right manage
your people power pump up sales and marketing volumes use the web effectively take the hard work
out of accounting nut out the legals and logistics.
  professional business voicemail greetings examples: Summary Of How To Talk To
Anyone QuickChapters, 2025-07-15 What makes certain people effortlessly charming, persuasive,
and magnetic in every conversation? In How to Talk to Anyone, communication expert Leil Lowndes
reveals the secrets behind powerful human connection—offering 92 practical techniques to elevate
your social skills in any situation. This chapter-by-chapter summary distills Lowndes’s
research-based strategies for winning people over, mastering small talk, and building deep rapport.
From making unforgettable first impressions to handling tough conversations with confidence, this
guide covers everything you need to succeed in social, romantic, and professional settings. With
playful technique names like “Rubberneck the Room” and “The Great Scorecard in the Sky,”
Lowndes makes each skill memorable and easy to apply. Whether you're networking at a party,
navigating office politics, or just looking to boost your confidence, this summary delivers the tools
you need to talk to anyone—and win them over. Disclaimer: This is an unofficial summary and
analysis of How to Talk to Anyone by Leil Lowndes. It is designed solely to enhance understanding
and aid in the comprehension of the original work.
  professional business voicemail greetings examples: The Complete Idiot's Guide to



Success as a Professional Speaker Thomas A. Lisk Ph.D., 2008-07-01 Get the gift of gab. In this
guide, readers will find indispensable information on how to pursue public speaking as a full- or
part-time career. Written by a 30-year veteran public speaker and bureau chief, this book shares
details, advice, and insider tips on how to prosper in this highly competitive and lucrative field. •
Expert author in a rapidly growing field • Contains inside tips on every aspect of speaking
professionally • Clear and practical information about how to set up a professional speaker’s
business and promote it • Suggestions for extra goods and services for additional revenue •
Features event planning and organizing strategies and instructive anecdotes from the field
  professional business voicemail greetings examples: ENGLISH FOR BUSINESS
COMMUNICATION Ifeoluwapo Wumi, 2025-03-27 English For Business Communication: Mastering
professional Communication for Career Success is a comprehensive resource designed to help
professionals, entrepreneurs, and students enhance their communication skills in the business
world. From writing compelling emails and persuasive business proposals to delivering impactful
presentations and handling negotiations, this book covers all aspects of effective business
communication. With real-life case studies, practical exercises, and step-by-step guidance, this book
equips you with the tools to communicate clearly, confidently, and persuasively. Whether you’re
managing teams, engaging clients, or networking with industry leaders, mastering business
communication is the key to success. This book is your essential guide to navigating the modern
business landscape with clarity and confidence.
  professional business voicemail greetings examples: BUSINESS COMMUNICATION
NARAYAN CHANGDER, 2024-01-09 Note: Anyone can request the PDF version of this practice
set/workbook by emailing me at cbsenet4u@gmail.com. I will send you a PDF version of this
workbook. This book has been designed for candidates preparing for various competitive
examinations. It contains many objective questions specifically designed for different exams. Answer
keys are provided at the end of each page. It will undoubtedly serve as the best preparation material
for aspirants. This book is an engaging quiz eBook for all and offers something for everyone. This
book will satisfy the curiosity of most students while also challenging their trivia skills and
introducing them to new information. Use this invaluable book to test your subject-matter expertise.
Multiple-choice exams are a common assessment method that all prospective candidates must be
familiar with in today?s academic environment. Although the majority of students are accustomed to
this MCQ format, many are not well-versed in it. To achieve success in MCQ tests, quizzes, and trivia
challenges, one requires test-taking techniques and skills in addition to subject knowledge. It also
provides you with the skills and information you need to achieve a good score in challenging tests or
competitive examinations. Whether you have studied the subject on your own, read for pleasure, or
completed coursework, it will assess your knowledge and prepare you for competitive exams,
quizzes, trivia, and more.
  professional business voicemail greetings examples: How to Speak Business English
with Confidence: Second Edition – Unlocking Advanced Communication Skills for Success
Ranjot Singh Chahal, 2024-11-21 Unlock the full potential of your professional communication with
How to Speak Business English with Confidence: Second Edition – Unlocking Advanced
Communication Skills for Success by Ranjot Singh Chahal. This updated edition is the ultimate guide
for professionals looking to elevate their business English to new heights. Whether you are just
starting your career or aiming to refine your communication skills, this comprehensive book covers
everything you need to succeed in today’s global business environment. In this second edition,
Chahal expands on the foundational principles introduced in the first edition, diving deeper into
advanced techniques for writing, speaking, and networking with confidence. From mastering
persuasive communication in sales and marketing to excelling in virtual meetings and cross-cultural
communication, this guide offers practical tools and strategies for overcoming common
communication challenges. With clear explanations, actionable tips, and real-world examples, this
book will help you navigate complex business situations, handle difficult conversations, and enhance
your presentations and negotiations. Ranjot Singh Chahal’s expert advice will empower you to speak



and write with clarity, confidence, and professionalism, ensuring you stand out in any business
setting. Perfect for anyone looking to boost their business English proficiency, this updated edition is
your key to success in today’s fast-paced business world.
  professional business voicemail greetings examples: Cold Calling Techniques (That Really
Work!) Stephan Schiffman, 2013-12-03 The definitive guide to cold calling success! For more than
thirty years, Stephan Schiffman, America's #1 corporate sales trainer, has shown millions of
salespeople how to close a deal. In this newest edition of Cold Calling Techniques (That Really
Work!), he'll show you why cold calling is still a central element of the sales cycle and where to find
the best leads. Updated with new information on e-mail selling, refining voice-mail messages, and
online networking, his time-tested advice includes valuable discussion points that you'll need to
cover in order to effectively present your product or service and arrange a meeting. Schiffman
teaches you how to use his proven strategies to: Turn leads into prospects Learn more about the
client's needs Convey the ability to meet the client's demands Overcome common objections With
Cold Calling Techniques (That Really Work!), 7th Edition, you'll watch your performance soar as you
beat the competition and score a meeting every time!
  professional business voicemail greetings examples: Real Estate : Training A Myth Inder
Kumar Bhatnagar, 2024-12-10
  professional business voicemail greetings examples: Business Administration and
Supervision Kris Cole, 2017-07-26 Students tackling Diploma of Business and Diploma of Business
Administration must develop the skills to foster a successful, productive workplace with sound
administrative systems. Kris Cole's Business Administration 2e addresses the demands of the BSB
training package, and covers units common to both qualifications as well as additional electives. The
book begins with units covering Personal Skills and moves into management of others. Students can
follow the development of one person's team in real world decision making, contextualising their
learning. Instructors receive support in teaching from a clearly structured resource including a
robust teacher package: testbank, additional cases, online research activities and editable
PowerPoints to facilitate lesson planning.
  professional business voicemail greetings examples: How to Start a Home-Based Senior
Care Business James L. Ferry, 2015-03-03 Everything you need to know to start and run a profitable,
ethical, and satisfying home-based business in the field of senior care. This book covers the range of
senior care businesses that are increasingly in demand. It discusses the businesses that can be set
up by those with special qualifications, such as nursing, social work, or other health and human
services degrees, as well as those that can be run by individuals with no special training but an
interest in caring for others. Topics included are: driving and errand-running businesses, geriatric or
elder care management, day care, and insurance-coverage advocacy. The senior population is
increasing and aging issues are everywhere—this is a timely book from an expert author that will
help new business owners fill a growing market need.
  professional business voicemail greetings examples: Virtual Office Essentials Michelle
Jamison, 2010
  professional business voicemail greetings examples: Networking Like a Pro! Brian Hilliard,
James Palmer, 2003-07
  professional business voicemail greetings examples: The Social Media Handbook Nancy
Flynn, 2012-01-18 The Social Media Handbook is a comprehensive risk and compliance management
toolkit that walks employers step-by-step through the process of developing and implementing
effective social media policy and compliance management programs that are designed to
minimize—and in some cases prevent—social networking and web 2.0 risks and other electronic
disasters. Throughout this important resource Nancy Flynn (an internationally recognized expert on
workplace social media) offers a guide to best practices for creating safe, effective, and compliant
electronic business communications. The book contains a thorough review of the risks inherent in
employees' social media use and content and explores how organizations can help manage behavior,
mitigate risks, and maximize compliance through the implementation of strategic social media



compliance management programs. These programs combine written policies, supported by
comprehensive employee education and are enforced by proven-effective technology tools. Once
these policies and programs are in place employers can safely take advantage of the marketing and
communications benefits offered by social media. Covering a wealth of material, the book includes
vital information on topics such as social media and the law; managing records and e-discovery
compliantly; regulatory compliance; privacy and security; blog risks and compliance rules; mobile
devices drive social media risks; a seven-step plan for social media policy and compliance
management; conducting a social media audit; creating social media policies; content rules and
compliance; policy compliance and education; reputation management; and more. In addition to
addressing pertinent topics on risk management, the book contains cautionary, real-life social
networking disaster stories that show how organizations can lose revenue and reputations, reveals
how employees can lose jobs, and explains how individuals can face public humiliation. The Social
Media Handbook is a hands-on guide written for human resource professionals, information
technology managers, legal professionals, compliance officers, records managers, and others who
need to manage today's technology tools with up-to-date employment rules.
  professional business voicemail greetings examples: The 92 Success Secrets D Gauthier,
In today's fast-paced, hyper-connected world, effective communication isn't just a desirable skill; it's
the cornerstone of success. Whether you're aiming to close a multi-million-dollar deal, build a
thriving network, or simply navigate everyday interactions with confidence, your communication
prowess will directly influence the outcome. This book is not just a collection of tips and tricks; it's a
carefully crafted roadmap, designed to equip you with the practical, actionable strategies that high
achievers across various industries have used to propel themselves forward. Over years of coaching
ambitious individuals, I've witnessed firsthand the remarkable transformations that occur when
communication skills are honed and refined. I've observed the shy introvert blossom into a confident
leader, the struggling entrepreneur forge powerful partnerships, and the hesitant negotiator achieve
mutually beneficial agreements. This book distills those observations, the lessons learned, and the
proven techniques into a comprehensive guide, making it accessible and easily applicable to your
own life. Consider each technique not simply as a suggestion, but as a tool to be wielded with
precision and purpose, to sculpt your communication style, and ultimately, to shape your destiny.
Remember, the journey towards mastery begins with the first step. Let this book be your guide as
you embark on that journey.
  professional business voicemail greetings examples: Personal Branding Crash Course
IntroBooks, 2018-02-21 A brand is a name, symbol, design, term and virtually any other
characteristic that can be used for identifying a product and distinguishing it from other products.
Personal branding can, therefore, be seen as the characteristics of an individual that can be used in
distinguishing him from another individual. A brand refers to anything, whatsoever, that associates
with any particular product; this can be the symbolism of that brand or the experiences that the end
users derived from using or interacting with that product. From the above definition, it can then be
deduced that branding refers to the look, utility, and feel of a product, service or a person; not
disregarding the importance of collateral, advertising and packaging of that product. Taking it
further, the characteristic of a brand can equally be affected by the attitudes of the promoters and
the sales representatives; they can also form public opinion about that product, which can determine
the progress and acceptability of the said product. A wise company or brand owner will work
acidulously to develop an acceptable image for its brand or product meticulously. A goal-oriented
company will be guided by all the variables earlier mentioned in a given direction to reach the target
audience, attain sales goals and increase the equity of the brand in question. The way the company
presents its brand will determine how it will be registered in the minds of the consumers and the
general public.
  professional business voicemail greetings examples: The Motivated Job Search Workbook
Brian E. Howard, 2017-04-01 Book Four in Motivated Series by Brian E. Howard./b?brbrJob search
expert, Brian E. Howard, has been helping job seekers for over 25 years. From that depth of



experience, Brian wrote iThe Motivated Job Search Workbook/i, which contains thought-provoking
questions and exercises that correlate directly with Brian's job search books: iThe Motivated Job
SearchOver 50 and Motivated! Conducting a job search can be a daunting task, especially if that job
search was put upon you unexpectedly. Thoughts and questions like where to start, what to do, how
to deal with feelings, and where to go for information, among so many others, can quickly
overwhelm you and deflate your confidence. This workbook, used with The Motivated Job Search or
Over 50 and Motivated! will get you through it! It will lead you to your next job! With plenty of
writing space, The Motivated Job Search Workbook, takes you through the step-by-step process of a
motivated job search. The questions and exercises are simple but will make you think about yourself,
your professional value proposition, your successes, your brand, and all of the practical action items
you must do to successfully execute a job search. Written as a comprehensive workbook for the
entire job search process, it will keep you organized, keep you thinking, and keep you motivated!
  professional business voicemail greetings examples: Starting a Business All-In-One For
Dummies The Experts at Dummies, 2015-04-15 All the practical advice you need for starting a
business Starting a business? Don't sweat it! Reflecting today's unique opportunities and challenges,
Starting a Business All-In-One For Dummies is packed with everything you need to manage your
personal and business risks and successfully navigate your first year in business. Written in plain
English and packed with simple, step-by-step instructions, it shows you how to start up your dream
business from scratch, write a winning business plan, secure financing, manage your risks
successfully, navigate your first year of operation, and much more! The information inside is
amassed from 11 bestselling For Dummies books, covering everything from franchising and
home-based businesses to bookkeeping, accounting, branding, and marketing. If you're a go-getter
looking for a way to launch a great idea and be your own boss, Starting a Business All-In-One For
Dummies prepares you to beat the odds and become successful in your sector. Covers proven
strategies on successfully branding and marketing your business Includes step-by-step guidance on
keeping on top of the books Provides coverage of employee engagement and motivating employees
Offers helpful hints for overcoming obstacles in starting a business Whether you're an aspiring
entrepreneur or an expert looking to innovate, Starting a Business All-In-One For Dummies is the
only reference you'll need to start a business from the ground up.
  professional business voicemail greetings examples: A Guide to Customer Service Skills
for the Help Desk Professional Donna Knapp, 1999 This book is designed to provide individuals
interested in the field of technical customer support a guide to the soft skills and the
self-management skills needed to deliver excellent customer support at the help desk. It provides the
reader with a better understanding of what a career in customer support would entail with strong
real-world computer support examples, case studies, and exercises. The author is a leading help
desk consultant, trainer, and former help desk support engineer and service manager.
  professional business voicemail greetings examples: The Ultimate Guide to Sales
Training Dan Seidman, 2012-01-11 The Ultimate Guide to Sales Training is the go-to reference for
sales managers, sales trainers, sales coaches, and sales consultants who want to increase a sales
force's productivity by using these proven techniques: Building Mental Flexibility Anchoring
Concepts for Easy Recall Encouraging Behavioral Change Covering a wide range of topics, The
Ultimate Guide to Sales Training shows how to develop a selling system, prospect effectively, and
qualify and disqualify prospects. The book also covers information on using power questioning
techniques, handling objections, and includes solution selling guidelines and ideas for creating and
delivering potent presentation practices. In addition, the author covers such hot topics as managing
reps attitudes and how to close the sale. He also includes suggestions for overcoming buyer
resistance and making change occur as well as getting beyond barriers that block decision-makers,
and much, much more. Praise for The Ultimate Sales Training Handbook This book should be on the
desk of every sales manager and sales trainer. Dan Seidman created a treasure chest of ideas,
concepts, skills-sets and motivation tools that are ready to be converted into cash. —Gerhard
Gschwandtner, founder and publisher, Selling Power Magazine Sales professionals throughout the



world will discover performance improvement through this training encyclopedia. Dan Seidman is
helping make sales training a major strategic driver for all organizations. —Tony Bingham, president
and CEO, ASTD Each chapter just might be the one piece that plugs the gap in your team's
performance. Dan is truly earning the title Trainer to the World's Sales Trainers. —Willis Turner,
CAE CSE, president and CEO, of Sales & Marketing Executives International
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administer ProfKo, @nikos32, this player has already been banned before, and apparently he hasn't
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