Customer Service Checklist
When It comes to customer service, there is no generic form to follow. But to provide the best customer service you can provide your team with a checklist of the principles you want followed. Use this as a guide for your customer support group.
· Make sure it’s easy for your customers to contact customer support services. This includes live-chat, chatbot, email, phone numbers and direct messages to your customer support team.

· Set clear customer support expectations. Everyone on the team needs to know what you expect from support. Develop a rating system for your customers to rate and review your products and services.

· Have clear policies available on your site.

· Always have an attitude of being helpful but professional.

· Send confirmation emails as soon as possible when contacted via customer support.

· Actively listen to the customer before responding. Make sure you understand their issue completely.

· Set up a knowledge base with frequently asked questions where your customers can get answers to common questions.

· Make sure you and your support team know everything about your product, shipping, return policy.

· Make the process of ordering as easy as possible.

· Make return policy easy and clear.

· Only use canned responses for acknowledging the complaint or for general questions about price or competitor comparisons. Follow up with a live response whenever possible.

· Always use a positive voice. Keep negative reactions to yourself. Speak to the customer calmly.

· Respond quickly to issues from customers. 

· Follow up with customers after an issue, purchase, return.

· Make sure all personal information is kept secure. Your site needs to be secure. Let your customers know you have taken the steps to protect their information.

· Use email templates as a guide when responding to customers. Personalize it but use it as a guide to provide the same information and the same level of support.

· Make your customers feel like they are important

· Don’t pitch to unhappy customers. 

· Offer personalized service. Use the customer’s name. Connect with them via their favorite communication method.

