I need an extremely friendly person to help answer customer support emails for my online store.

Here's exactly what I need:

1. You will be trained on commonly asked questions about my store.

2. You’ll go into my email system “X” times per day to answer any questions. [OPTIONAL: Specifically, emails will need to be checked during these hours: X to X.]

[OPTIONAL: You will work “X” hours per week.]

If there are any questions you can’t answer, you would put them all in one email and forward them to me, where I will either type out or dictate my responses and you can then respond to people.

I expect that after I answer a question once, you will be able to answer that in the future. My ideal outcome is that I’ll eventually have to spend less than 15 minutes per week on emails.

3. I need everybody to be responded to within “X” hours of their questions being asked on business days, providing I’ve gotten back to you in a quick manner on questions you can’t answer.

4. All emails will need to be responded to in a friendly, positive, helpful way. You will also need to thoroughly read each email to make sure you’re responding to exactly what the person asked (as we all are guilty of skimming emails and not responding to exactly what someone is asking for).

This is a fun job where you can work with people who are passionate about [X]. You can help them get products they love and bring smiles to their lives.

If this works out there will *DEFINITELY* be long term work for you. I’ll also leave you OUTSTANDING feedback.

The ideal candidate will be (or have):

- Positive
- Friendly
- Helpful
- Organized
- Thorough
- Loves people
- Able to deal with tough situations
- Can speak and write English excellently

In your response, please tell me about a time you dealt with a tough customer and how you handled it.

Please also include the words purple cow at the very beginning of your cover letter.

I’ll ignore any responses that don’t include everything I ask for here. And if you DO include everything I ask for in your message, I still may not respond. It's not personal - I am just on a deadline and want to find the best person fast.

Please also tell me your hourly rate and if you have any clarifying questions. 

Thank you very much for your time!
