
Customer Service Training Syllabus 

Dear [Recipient's Name], 

We are pleased to provide you with the syllabus for our upcoming Customer Service Training 

Program. This program is designed to equip you with the skills and knowledge necessary to 

deliver exceptional service to our customers. 

Training Schedule 

• Module 1: Introduction to Customer Service - Date: [Date] 

• Module 2: Communication Skills - Date: [Date] 

• Module 3: Handling Customer Complaints - Date: [Date] 

• Module 4: Building Customer Relationships - Date: [Date] 

• Module 5: Customer Service Etiquette - Date: [Date] 

• Module 6: Role-Playing Scenarios - Date: [Date] 

• Module 7: Feedback and Evaluation - Date: [Date] 

Training Goals 

1. Understand the principles of excellent customer service. 

2. Develop effective communication techniques. 

3. Learn how to manage and resolve customer complaints. 

4. Enhance customer engagement and relationship-building skills. 

5. Practice real-world scenarios to reinforce learning. 

We look forward to your participation in this essential training program. Should you have any 

questions or require further information, please do not hesitate to contact us. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


