
WRITING CUSTOMER SERVICE EMAILS

In customer service, clear communication solves problems quickly. Unclear emails means extra time spent, unhappy
customers, and a demotivated support.

Write one, send it and forget. Ensure your customer service team responds as they should, and ask them to
leave a positive online review. Do you like our posts? These fields are vital to making the email feel personal,
and they save lots of time. It is, therefore, important that you treat every customer support email as an
opportunity to build a better relationship with customers. Templates are neat as long as they remain only
templates. Connect with him on Twitter and LinkedIn. You might as well write the email in binary. You will
instantly start bragging about the certifications and awards your company has bagged. The secret sauce. We
count ourselves lucky to have you as a customer and would be so happy if you could please share your
experience on Google or Nextdoor. Could you let me know what specific features you were running into
problems with so that i can try to shed a bit more light on their expected functionality? But they have come to
you with a question, right? Your email templates should be more like guidelines for agents. Notice the
difference? If you're unaware, a "Secret Santa" exchange is when gifts are randomly assigned and given
anonymously. Look for the small cues, the way customers address you, how they form their sentences.
Depending on the complexity of the problem, you have a range of tools at your disposal that will make the
explanation easier to understand: screenshots, examples, links to materials from your knowledge base. Derek
Halpern says that discounting can destroy your business. This step will allow you to avoid any
miscommunication further down the line. A template can save you a ton of time if you are dealing with a lot of
similar cases. Click To Tweet 6. Using prewritten responses saves more than time and effort. Check out more
examples of companies going the extra mile. Are you using templates in your email communication?
Remember that every single email you send to a customer can shape or damage their attitude towards your
business. Check out for grammar errors, typos, and the tone of the message and ensure that the email looks
professional. Spend some time reading the ELI5 subreddit, and practice writing your own instructions in the
same format to make life easier for your customers. The aim here should be not only to provide an answer but
also to do it in an easy to digest way. Sometimes, the customer is angry because they feel slighted by
something you or your company did. Even the most subtle of shifts in phrasing can have a huge impact on
how you make the customer feel.


