PROFESSIONAL CUSTOMER EMAIL RESPONSES

Project Type: Practice Project
Role Demonstrated: Customer Support Representative

Introduction

This practice project demonstrates my ability to write polite, professional, and helpful customer
service emails. The examples below use fictional situations and are intended to showcase my
communication skills.

Sample 1: Responding to a Delayed Order

Subject: Update on Your Delayed Order
Hello Mr Andrew,

Thank you for contacting us. I'm sorry your order has not arrived as expected. | understand how
frustrating it can be to wait for a delivery without receiving an update.

Please share your order reference number so we can check the delivery status and provide you
with accurate information. If further investigation is needed, | will escalate the matter to the
appropriate team and follow up according to our procedures.

Thank you for your patience. We appreciate your understanding.

Kind regards,
Customer Support Team

Sample 2: Responding to a Customer Complaint

Subject: We’re Sorry About Your Experience
Hello Mrs Skyla,

Thank you for bringing this issue to our attention. I'm sorry that your experience did not meet
your expectations.

| understand your concerns, and | would like to help resolve the matter. Could you please
provide a few more details about what happened so | can direct your concern appropriately?

We appreciate your feedback and the opportunity to improve our service.



Kind regards,
Customer Support Team

Sample 3: Responding to a General Enquiry

Subject: Thank You for Your Enquiry
Hello Miss Ruth,
Thank you for reaching out to us.

I'd be happy to assist you with your enquiry. Could you please clarify which product or service
you would like more information about? This will help me provide the most relevant and
accurate response.

Thank you for contacting us. | look forward to assisting you.

Kind regards,
Customer Support Team

Skills Demonstrated

Professional email writing

Clear and courteous communication
Empathy and patience

Asking appropriate follow-up questions
Customer complaint handling

Problem solving and escalation awareness

Portfolio Note: This is a fictional practice project created to demonstrate my approach to
customer support. It does not represent work completed for a real client.
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