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Many small business owners and 

entrepreneurs practically live at the office, 

while professional contractors are consistently 

on the road and never far from their next 

service appointment. 

And despite this almost omnipresent work 

ethic – and sometimes, sadly, because of it – 

phone calls are missed. They slip through the 

cracks of a hectic day. They slide into the no 

We Know You’re Busy…
man’s land of an unmonitored voice mailbox. 

They ultimately land into the queues of 

competitors, who lay in wait, ready and willing 

to snatch them up. 

Like death and taxes, after-hour calls are  

always going to be a constant, no matter 

how many workarounds and loopholes you 

attempt to leverage. 

No one individual can answer phones around the clock. And even 
if he or she could – the balance of their business would suffer 
tremendously as a result. 
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When the onslaught of office  
“to-dos” begins to overwhelm 
you, stop, take a step back, and 
make a list of tasks. 

To determine how you work best, ask 

yourself the following questions:

• What are the tasks that only  

I can accomplish? 

• What tasks can I have someone  

else perform?

• What tasks do I despise doing myself?  

Consider the following office-related needs 

and how they are currently accomplished. 

• Answering phones  

• Managing email 

• Scheduling appointments

• Posting to social media 

• Following up with prospects and clients

• Training employees

• Attending meetings

• Networking 

When you’ve outlined your day-to-day 

obligations sufficiently, consider priority and 

delegate responsibility. That should raise 

another critical question: Delegate to who?  

But the Phone is 
Still Ringing… 
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In today’s marketplace, the cost of hiring new employees is 
skyrocketing as a result of increased wages, insurance premiums, paid 
time off, and additional benefits, but juggling current employees to is 
all too often a considerable waste of talent and resources. 

Many owners or managers attempt to stay on top of the hundreds and 
thousands of calls and emails they receive using these three different 
methods, to varying degrees of success: 

OPTION 1

They transfer after-hour calls  
to a cell phone.

OPTION 2

They place trust in voicemail.

OPTION 3

They hire a virtual receptionist.
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OPTION 1:

They transfer 
after-hour calls  
to a cell phone. 

Transferring calls to a personal cell phone is 

certainly a preferred method for many business 

owners, as it ensures that a customer can always 

reach a human being during their time of need. 

But this practice could have repercussions, 

not the least of which is compliance with U.S. 

labor laws, such as overtime, and additional HR 

concerns. Even more to the point – rerouting 

calls doesn’t give a business owner and his or 

her beleaguered employees a much-needed 

breather from work. And that is an absolute 

necessity for positive morale, mental health, and 

continued productivity. 

There are also costs associated with transferring 

calls – as business owners ultimately wind up 

paying for their de facto secretary’s smartphone 

usage, data, and more. 

OPTION 1:

They transfer 
after-hour calls  
to a cell phone. 
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OPTION 1:

They transfer 
after-hour calls  
to a cell phone. 

For far too long, voicemail has been the go-

to for businesses small and large across the 

globe. This digital dumping ground requires 

ZERO employee resources and is typically 

easy and inexpensive to implement. But 

voicemail is saddled with a laundry list of 

drawbacks, from customers’ inability to receive 

immediate attention, make purchases, or 

adjust their schedules to the medium’s wholly 

impersonal, automated nature. The demands 

of a normal business day may also contribute 

to voicemail being left unchecked until a 

later date, which could result in the loss of a 

potential lead or sale.

OPTION 2:

They place 
trust in 
voicemail. 
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OPTION 1:

They transfer 
after-hour calls  
to a cell phone. 

Virtual receptionists are an affordable, reliable, 

and flexible way to ensure office calls are 

answered consistently and courteously 

around the clock. Working remotely, these 

professionals become well-versed in company 

culture and policy, so they can address each 

and every customer need promptly and with 

authority, while providing reassurance that 

those needs will be met. A virtual receptionist 

team is always on the job, never late, never 

needing to duck out early, and is not paid 

overtime. They do not take vacations, and 

do not require sick leave. Better yet, they 

typically cover a wide range of tasks, including 

database management, emails, and more.

OPTION 3:

They hire 
a virtual 
receptionist. 
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!

Keep in mind: the likelihood is high 
that customers will turn to a competitor 
if your business cannot provide ample 
assistance during off-hours, over the 

weekend, or on holidays. 

Can you take that risk? 
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A professional telephone answering service handles your calls when 
you can’t – or don’t want to. Most offer virtual receptionist services 
to provide the critical customer service and support that will continue 
to grow your business. Virtual receptionist services also offer the 
following benefits:

Why Hiring a Virtual Receptionist is 
the Answer 

CUSTOMERS GET HELP WHENEVER 
THEY NEED IT. 

When you hire a virtual receptionist, you gain 

the unparalleled peace of mind that your 

business is covered 24 hours a day, 7 days a 

week, during weekends and holidays, without 

exception. Not only does that mean that you 

won’t lose a potential sale or lead, but you 

also won’t lose your customers’ respect. On 

the contrary – your customers lead lives that 

are every bit as busy as your own. By allowing 

them to call at their leisure, after the chaos of 

the day has died down, your reputation as a 

company that cares increases exponentially.  

STAFFING IS A BREEZE. 

Full-time receptionists and other assorted 

employees call in sick. They take vacations. 

They take personal time. They take personal 

calls. Some of them may even take advantage. 

Hiring a virtual receptionist can help you take 

control, while ensuring you’re never short 

staffed and are always on-top of things even 

when calls are pouring in. 
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STOP THE RINGING IN YOUR 
CUSTOMERS’ EARS. 

Calls are answered swiftly when you hire 

a virtual receptionist. If your customers 

and clients are continuously faced with 

an incessantly ringing phone, it won’t 

be long before they simply hang up and 

find someone else who will answer them. 

A professional answering service can 

customize its solutions to meet your needs. 

SAY WHAT YOU WANT TO SAY.

When you hire a virtual receptionist, scripting 

is customized to meet your needs and 

reflect your brand. A telephone answering 

service will collaborate with you to compile 

a list of key bullet points that are reflective 

of your business and its standard operating 

procedures, giving callers peace of mind 

that they’ve reached a staff member with 

knowledge and authority.

VIRTUAL RECEPTIONISTS SPECIALIZE 
IN DELIVERING BUSINESS AS USUAL. 

Don’t have time for those routine tasks? A 

virtual receptionist can handle all of your 

busy work, from scheduling and canceling 

appointments to taking orders and beyond.
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The relentless flood of calls can be overwhelming, 

particularly when you’re already up to your neck 

in promises and paperwork. Enlisting the help 

of a telephone answering service with a strong 

foundation and a full-time staff lends your business 

credibility, while helping to build your reputation. 

Edwards Answering Service launched its enterprise 

in 1954 with just 9 rotary telephones on a dining 

room table. It has since grown to be one of the 

nation’s leading call centers. Today, the company 

leverages the latest telephony software with hard 

drive and backup system redundancy to ensure 

that our customers’ calls never go unanswered. 

Edwards Answering Service 
Can Take It from Here  

Give your company the 
competitive advantage. 

Contact us today and 
ask about Edwards’ 
free trial.

FREE TRIAL

https://www.edwardsansweringservice.com/specials/
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