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Customer Relations

This course is designed to provide the student with soft skills needed to gain employment in the 
HVAC business including building a resume.  It will also provide an overview of the HVAC business. 

This course covers how to deal with different types of customers, selling techniques, and correct 
record keeping.  

(Credit level ENG 032 Minimum Grade of C* or COMPASS Reading 54 or ACCUPLACER Reading Comp 032 or 
COMPANION Reading 032 or SAT Critical Reading 300 or ACT Reading 12 or Multiple Measures English 1 or 
Credit level ENG 100 Minimum Grade of C* or Credit level ENG 155 Minimum Grade of C or Credit level ENG 
155Minimum Grade of TC or Credit level ENG 101 Minimum Grade of C or Credit level ENG 101 Minimum 
Grade of TC) and (Credit level ACR 102 Minimum Grade of C and Credit level ACR 108 Minimum Grade of C and 
Credit level ACR 118 Minimum Grade of C and Credit level ACR 140 Minimum Grade of C) 

HVAC/R toolkit available at the bookstore

https://ssb.hgtc.edu/PROD/bwckctlg.p_display_courses?term_in=201710&one_subj=ENG&sel_subj=&sel_crse_strt=032&sel_crse_end=032&sel_levl=&sel_schd=&sel_coll=&sel_divs=&sel_dept=&sel_attr=
https://ssb.hgtc.edu/PROD/bwckctlg.p_display_courses?term_in=201710&one_subj=ENG&sel_subj=&sel_crse_strt=100&sel_crse_end=100&sel_levl=&sel_schd=&sel_coll=&sel_divs=&sel_dept=&sel_attr=
https://ssb.hgtc.edu/PROD/bwckctlg.p_display_courses?term_in=201710&one_subj=ENG&sel_subj=&sel_crse_strt=155&sel_crse_end=155&sel_levl=&sel_schd=&sel_coll=&sel_divs=&sel_dept=&sel_attr=
https://ssb.hgtc.edu/PROD/bwckctlg.p_display_courses?term_in=201710&one_subj=ENG&sel_subj=&sel_crse_strt=155&sel_crse_end=155&sel_levl=&sel_schd=&sel_coll=&sel_divs=&sel_dept=&sel_attr=
https://ssb.hgtc.edu/PROD/bwckctlg.p_display_courses?term_in=201710&one_subj=ENG&sel_subj=&sel_crse_strt=155&sel_crse_end=155&sel_levl=&sel_schd=&sel_coll=&sel_divs=&sel_dept=&sel_attr=
https://ssb.hgtc.edu/PROD/bwckctlg.p_display_courses?term_in=201710&one_subj=ENG&sel_subj=&sel_crse_strt=101&sel_crse_end=101&sel_levl=&sel_schd=&sel_coll=&sel_divs=&sel_dept=&sel_attr=
https://ssb.hgtc.edu/PROD/bwckctlg.p_display_courses?term_in=201710&one_subj=ENG&sel_subj=&sel_crse_strt=101&sel_crse_end=101&sel_levl=&sel_schd=&sel_coll=&sel_divs=&sel_dept=&sel_attr=
https://ssb.hgtc.edu/PROD/bwckctlg.p_display_courses?term_in=201710&one_subj=ACR&sel_subj=&sel_crse_strt=102&sel_crse_end=102&sel_levl=&sel_schd=&sel_coll=&sel_divs=&sel_dept=&sel_attr=
https://ssb.hgtc.edu/PROD/bwckctlg.p_display_courses?term_in=201710&one_subj=ACR&sel_subj=&sel_crse_strt=108&sel_crse_end=108&sel_levl=&sel_schd=&sel_coll=&sel_divs=&sel_dept=&sel_attr=
https://ssb.hgtc.edu/PROD/bwckctlg.p_display_courses?term_in=201710&one_subj=ACR&sel_subj=&sel_crse_strt=118&sel_crse_end=118&sel_levl=&sel_schd=&sel_coll=&sel_divs=&sel_dept=&sel_attr=
https://ssb.hgtc.edu/PROD/bwckctlg.p_display_courses?term_in=201710&one_subj=ACR&sel_subj=&sel_crse_strt=140&sel_crse_end=140&sel_levl=&sel_schd=&sel_coll=&sel_divs=&sel_dept=&sel_attr=
http://hortec.bncollege.com/webapp/wcs/stores/servlet/TBWizardView?catalogId=10001&langId=-1&storeId=51560
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After this course of study the student should be able to: 

Create a resume 
Correctly respond to job interview questions 
Conduct a residential in home service call professionally 
Create and deliver an oral presentation 
Calculate the overhead of an HVAC business 

Tests 
Unit tests and lab tests are used to assess knowledge and skills.  Make up tests and labs will be given at the 
instructor’s convenience.  It is the responsibility of the student to arrange with the instructor a time to make 
up a test.  Cell phone use during a test is considered cheating. 

 
Topics of study 
The following topics will be studied and discussed in detail, although the order of presentation may not exactly 
follow the attached listing.  The instructor may introduce additional materials. 

Developing a resume 
Preparing for job interviews 
Conducting service calls in people’s homes 
Sales techniques 
HVAC technician management skills 
Report writing and oral presentations 
HVAC business ownership overview 

Labs 
Lab work is a key element to having a working knowledge of the materials being presented in this course.  
Students must demonstrate adequate skills and procedures to be given a passing grade.  Labs will be assigned 
based on equipment and space availability.  Labs are assigned with an objective and deadline.  While some labs 
are practiced in groups, lab grades are based on an individual’s achievement. 

 
Safety 
Students will be expected to perform hands-on lab projects.  These projects could stain or damage 
clothing.  We recommend students to wear “work” clothes in the lab.  No open toed shoes 
(sandals) allowed in the lab.   Safety glasses, gloves or any other personal protection equipment 
(PPE) is to be worn when appropriate and provided by the student.  No horseplay anywhere on 
campus. 
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Resume 25% 
5 minute introduction 10% 
10 minute presentation 20% 
15 minute HVAC report 25% 
Customer service test 10% 
HVAC business test 10% 
 100% 

https://www.hgtc.edu/academics/academiccalendars.html
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http://www.hgtc.edu/sstc
http://libguides.hgtc.edu/sstc
http://libguides.hgtc.edu/wavenetcentral
http://www.hgtc.edu/wavenetcentral
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