Sample Complaint Letter To Employer
Dear Mr. Jones:
I am writing to you about a situation that is impacting my ability to complete my work
effectively. Over the past year, we’ve lost three employees from the Customer Service
Department. This means that the rest of the staff has to pick up the slack of those three slots.
While this is doable when one employee leaves for the short-term, missing three employees for
many months is overwhelming.
Just as an example, in 2014, I juggled four customer complaints each day. At that level, I was
able to ensure that each customer was personally looked after and any issues that customer
had were resolved to the customer’s satisfaction. Our customer service rating at that time was
a 9 out of 10.
In the last year, that load has increased to eight customer complaints a day. I’ve been forced to
take short cuts in order to get through all the customers waiting for a response. This means
that the responses are not as personalized. While I still strive to make each customer happy, I
just don’t have the time for follow-up and personal attention that this company has always
prided itself on. As a result, our customer service rating has dropped to 6 out of 10.
In order to improve our customer service rating and regain the ability to give customers
personalized service, I would recommend that we hire at least two new employees to replace
those who have left this year. To minimize the distraction of training time, I also suggest that
we space out the new hires’ start dates by two months. This would allow the customer service
staff to spread out the training among employees in the department without taking away from
our normal work flow.
If you have any questions about the customer service issues impacting our department, I’d be
happy to schedule a time to meet with you and discuss this situation. Thank you for your time.
Sincerely,
Mary Ann Employee
Customer Service Manager
ABC Company

