
Evaluating a Virtual Reception Service? 
THE 10 MOST IMPORTANT QUESTIONS 

The right virtual reception service will set your business apart, create connections with 
your clients, and give you peace of mind. Start with these questions to ensure you hire 
the best virtual receptionist for your business.

Does your service include  
these features?
Answering calls is only one small piece of what a 
virtual receptionist can offer your company. Some 
key features you will want to evaluate include: 

Live Transfers: The virtual receptionist is able to 
transfer calls to you wherever and whenever you 

Custom Greeting: Personalizing a greeting is the 
perfect opportunity to connect with callers right off 
the bat.

Call Preferences:

receptionist that adapts to provide the best 

determined by you.

FAQs: Can the receptionist answer basic questions 

Delegating this responsibility saves you valuable 
time each day - time that can be spent focusing on 
clients.

Messages:

both. Voice messages are delivered to your email as 

at any time via our iPhone and Android mobile apps.

Will 100% of my calls be answered 
live during business hours?
Many virtual receptionist services only answer live 

automated greeting. To ensure each of your callers 

answered live by a receptionist during your business 

Where are your receptionists based?

about your average customer. Where are they calling 

with similiar accents and speech patterns to 

leaving current and potential customers with a great 
impression of your business.  



Is there a money-back guarantee?
Ask the virtual reception services you are 
considering if you are able to use the product risk 
free for a certain period of time. A money-back 
guarantee allows you to become familiar with each 

money back guarantee to give our clients peace of 
mind. 

with how they will answer yours.

How are the receptionists 
monitored?
Unhappy receptionists equal unhappy customers. 
What steps does the company take to ensure call 

as meets with receptionists individually to discuss 
performance.

How will I be charged for services?
There are a number of ways virtual reception 

set number of minutes. When evaluating virtual 

use the service. Will all your calls be routed through 

you plan to forward calls to the virtual receptionist 
will impact the number of minutes you use. Beware 

  are speaking with the caller

 Long-distance calls

 Taking messages

 Adding employees to the account

the service. 

Are you able to provide references?
Ask the companies you are evaluating for references 
from current clients that are of a similar size or 
industry to your business. Not only will speaking 
with current clients give you an opportunity to learn 

How will I be supported?
You hire a company not only for the service they 

setup process can provide insights into their service. 
A few questions to consider:

  Will a staff member be available to walk you 
through the process and help customize features 

assistance when communicating with the phone 

assist you when establishing service.



Learn More
Interested to learn more about how 
a virtual receptionist can help your 
business thrive? 

Visit www.callruby.com or give us a 
call at 866-611-7829 to learn more 
about our service.

Ask these 10 questions and you’re sure to hire a virtual receptionist  

How can I update my call 
preferences?

update your call instructions quickly and easily. Ask 
each provider:

my call instructions so the virtual receptionist 
always knows the best time and method to  

our support team is only one phone call away!

What is your cancellation process?

because you have to. When evaluating reception 

including if you are allowed to keep your phone 
number if you discontinue service. Not being able to 
take your number with you can mean costly changes 

facing materials. 

Ask each provider about contract length and 
cancellation fees. Long-term contracts can lock you 

vary from month to month.

Toll-free



NOTES:

Will 100% of my calls be answered 
live during business hours? 

  Does your service include  
these features?:

 Live transfers

 Custom greetings

 Call Preferences

 FAQs

 Messages

 How will I be charged for services?

 Is there a money back guarantee?

  How can I update my call 
preferences?

Desktop and/or mobile app

Where are your receptionists 
located?

  How are the receptionist’s 
monitored?

 How will I be supported?
  Someone to walk you through the process 

and help customize features

 Are you able to provide references?

 What is your cancellation process?

Evaluating a Virtual Reception Service?
Ask these 10 questions and you’re sure to hire a virtual receptionist  

Toll-free


