The 24/7 Virtual Front Desk:
Implementation Checklist

Build, launch, and manage an Al-powered front desk that captures leads, qualifies

prospects, and books appointments around the clock — even while your team

sleeps.
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Before You Build: A 60-Second
Self-Assessment

Answer these five questions honestly. They will

tell you how much this system is worth to your

organization.

‘B3 Do you miss calls after 5 PM or on weekends?

‘B3 Does your team manually follow up with every new web inquiry?

‘(1 Are you still doing phone tag to schedule appointments?

'E3 Do new leads wait more than 15 minutes for a response? =4

'E3 Do you know exactly how many leads you lost last month to no-answer?

If you answered yes to 2 or more, you have a systems gap that is

costing you real revenue. This checklist will help you close it.




Your 5-Phase Implementation Roadmap

Launching an Al front desk isn't just flipping a switch — it's a structured build. Follow these five phases in order to ensure your system is accurate, responsive, and ready to
convert leads from day one. \(mw \
)

Foundation & Knowledge Base

Feed the Al the right information

Instant Response

Speed-to-lead in seconds

Smart Qualification

Route only high-intent buyers

Automated Booking

Self-book without phone tag

Testing & Optimization

Refine and improve over time Growth

"l Right

Solutions




PHASE 1

Foundation & Knowledge Base

Before turning on the Al, you must equip it with accurate information and clear rules so it can represent your business with confidence. This phase

is the most important — everything downstream depends on getting it right.

Supply Core FAQs Define Brand Voice

Compile a comprehensive list covering pricing, service areas, Instruct the Al on your preferred tone — professional, friendly, or
hours of operation, and guarantees. Provide the exact answers the urgent for emergencies. Consistency in voice builds customer
Al should deliver — word for word. trust.

Map the Handoff Protocol Audit Current Lead Sources

Define exactly when and how the Al escalates to a human: |dentify every entry point — Google Business Profile, website
complex complaints, high-value commercial accounts, or any forms, phone calls, social media — and ensure all paths feed into
scenario requiring judgment. the Al
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PHASE 2

The Goal

Respond to every inquiry in under 30 seconds — preventing prospects from
scrolling to the next result on Google.

S5min

Max Response Window

|deally under 30 seconds




Smart Qualification: Filter the Signal from the Noise

Not every inquiry deserves immediate human attention. Smart qualification automatically separates high-intent buyers from casual browsers —

so your team spends time only on prospects most likely to convert.

v/

Define Qualifying Questions

Build a sequence of 2—-3 essential questions to
gauge intent and fit. Examples: ‘Is this
residential or commercial?” or ‘Is this an
emergency situation?” The answers reveal

urgency and budget signals.

O

=

Establish Routing Logic

Configure the system to tag, score, and
prioritize leads based on their responses.

High-value leads get flagged immediately;

low-intent inquiries are nurtured

automatically.

L)

Configure Team Notifications

Set up instant alerts via email, SMS, or Slack
when a qualified, immediate-need prospect
enters the funnel. Your team responds with

context already in hand.
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PHASE 4 ‘

Automated Booking & Calendar Sync

Once a lead is qualified, the fastest path to revenue is a booked appointment. Eliminate phone tag entirely by letting
prospects self-schedule directly onto your live calendar with no human required. Customers served instantly!

Show Time Slots

Lead Qualifies

Prospect Selects

Send Confirmation

This seamless flow removes friction at the most critical moment of the sales process. The prospect never has to wait for a callback.
They're booked, confirmed, and committed before they close the browser tab.



Booking Setup: Four Essential Configurations

i E Sync Live Define Enable Self- Automate
Calendars Appointment Selection Confirmations
Connect your Al to your Types Allow prospects to Immediately send a
actual business Set clear parameters browse available time calendar invite plus a
calendar — Google for each booking type: slots and choose the confirmation text and
Calendar, Outlook, or a 30-minute estimate, one that works best for email the moment an
your industry-specific a 60-minute service them. Autonomy in appointment is
CRM. Real-time sync call, or a virtual scheduling dramatically selected. This reduces
prevents double- consultation. The Al increases completion no-shows and builds
bookings and presents only the rates. immediate trust.
scheduling conflicts. options relevant to the

prospect's needs.
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PHASE 5

Testing & Optimization

Launching is just the beginning. The most successful Al front desks are the ones that get smarter every week. Build a disciplined review process

into your operations from day one.

% Run Mock Inquiries

Have team members call and text the
system playing different customer roles:
an emergency caller, a tire-kicker, a
general FAQ seeker, and a high-value
commercial lead. Identify gaps before real

customers do.

B Review Transcripts Weekly

During the first 30 days, read through Al
call and chat transcripts every week. Look
for missed questions, awkward responses,
and any points where conversations

stalled or ended prematurely.

O Update the Knowledge Base

Continuously feed new FAQs, updated
pricing, seasonal promotions, and service
changes into the Al. An up-to-date
knowledge base is your most powerful

tool for accuracy.
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Quick-Reference: Full Implementation Checklist

Use this at-a-glance checklist to track your progress across all five phases. Check off each item as you complete it.

Phase 1: Foundation

B; Compile and upload core FAQs
r Define brand voice and tone guidelines

:]- Map human handoff triggers and protocols

B; Audit and connect all lead entry points

Phase 2: Instant Response

:]- Enable missed-call text back automation

[P Activate 24/7 Al voice and chat agent

[P Test and verify response times across all channels

Phase 3: Smart Qualification

r Write 2—-3 core qualifying questions
P Build routing and tagging logic

> Configure team notification alerts

Phase 4: Automated Booking

[P Sync live business calendar to Al system

P Define and configure appointment types

[P Enable prospect self-selection of time slots

B; Automate confirmation texts and calendar invites

Phase 5: Testing & Optimization

P Run mock inquiries with team members

[P Schedule weekly transcript review sessions

[P Establish ongoing knowledge base update process
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Your AI Front Desk Is Ready to Work 24/7 © hiups:/GrowthRight Solutions
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Always On Always Qualifying

Capture leads at 2am on a Sunday just as Your team only speaks to prospects who are
effectively as Monday morning ready and able to buy

Always Booking

Appointments fill your calendar without a single phone call from your staff

Rather Have It Built For You?

Growth Right Solutions designs, deploys, and manages Al Virtual
Front Desks for local service businesses. We handle the build, the
training, and the ongoing optimization.

You get the results without touching the tech.

Schedule a free 20-minute call with Ed
at https://GrowthRight.Solutions
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Just a straight conversation about whether this is the right fit for your organization.
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