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Task |Responding to 
Customer Queries about 
Product Listings

Description of the Task: This task comprises 
a customer-centric strategy that assesses, or-
ganizes, and handles emails and calls. To 
ensure prompt response to customer inqui-
ries, it involves a system of quickly identifying 
urgent and critical customer concerns. A 
structured response methodology is also 

responses to customers, and common issues 
are noted for potential areas of improvement.

1.  Log in to the designated email account and phone 
system software to access incoming messages and calls.

2. Quickly assess emails and voicemails to identify urgent 
queries or critical customer concerns.

3. Organize emails based on categories such as inqui-
ries, issues, and feedback for a structured response ap-
proach.

4. Answer incoming calls promptly, employing a courte-
ous and professional tone to address customer inquiries 
or issues.

5. Craft tailored and detailed email responses, ensuring 
clarity and addressing customer queries comprehensively.

6. Note frequent issues or common questions to stream-
line responses and potentially identify areas for improve-
ment.

7. Work towards resolving customer queries or issues by 
providing accurate information or escalating matters to 
relevant departments.

8. Document interactions in a CRM system or spread-
sheet to track communication history and ensure fol-
low-ups are managed effectively.

9. Schedule or execute follow-up communications to 
ensure customer satisfaction or to address additional 
queries that require further assistance.

10.  Collaborate with other departments or colleagues to 
resolve complex issues, seeking input or assistance as 
needed.

11. Share insights on common customer concerns with 
the team for potential improvements in service or training 
programs.

12. Periodically review response times, customer satisfac-12. Periodically review response times, customer satisfac-
tion rates, and resolution efficiency to enhance service 
quality.

13. Encourage customers to provide feedback, acknowl-
edging their input to improve services and customer ex-
perience.

14.  Ensure professionalism, empathy, and a custom-
er-centric approach in all interactions, in order to leave a 
positive impression.
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Task |Managing Live Chat 
Support
Description of the Task: This task involves 
overseeing and responding to real-time cus-
tomer inquiries through live chat, ensuring 
prompt resolution of product queries, order 
assistance, and technical support. Crucial for 
enhancing customer experience and fostering 
trust, live chat support enables immediate en-

issue resolution.

1. Immerse yourself in our extensive inventory. Learn 
about the latest arrivals, popular choices, and unique 
features of each product. This knowledge will empower 
you to provide accurate and detailed information during 
live chat interactions.

2. Develop a comprehensive library of pre-written re-2. Develop a comprehensive library of pre-written re-
sponses to address frequently asked questions. Craft re-
sponses that reflect our brand's tone and ensure consis-
tency in communication. This will streamline the process 
of providing quick and precise information to customers.

3. Leverage analytics tools to identify peak hours of web-
site traffic. Schedule your live chat availability during these 
high-traffic periods to maximize engagement. Being pres-
ent when customers are most active enhances the chanc-
es of addressing their queries promptly.

4. Stay updated on ongoing promotions, discounts, and 
special offers. This knowledge will enable you to inform 
customers about exciting deals, encouraging them to 
make informed purchasing decisions and enhancing their 
overall shopping experience.

5. Effectively handle order-related queries by checking 
order statuses, providing tracking information, and ad-
dressing shipping-related concerns promptly. Ensure cus-
tomers are informed about the progress of their orders, 
fostering trust and satisfaction.

6. Guide customers to specific product pages based on 
their preferences and needs. Provide personalized recom-
mendations and highlight key features, aiding customers 
in making well-informed decisions and fostering a posi-
tive shopping experience.

7. Troubleshoot common technical issues customers may 
encounter on the website, such as payment glitches or 
login problems. Provide step-by-step guidance for issue 
resolution and assure customers that their concerns are 
being addressed promptly.

8. Initiate conversations with website visitors. Proactively 8. Initiate conversations with website visitors. Proactively 
offer assistance and personalized recommendations 
based on their browsing history and preferences. This 
proactive engagement can lead to increased customer 
satisfaction and a higher likelihood of successful conver-
sions.

9. Encourage customers to share their feedback and sug-
gestions. Actively seek insights into their experiences, pref-
erences, and areas where we can improve. This feedback 
is invaluable for refining our services and ensuring contin-
uous enhancement of the shopping journey.

10. Foster open communication with other departments 
such as customer support, marketing, and inventory man-
agement. Stay updated on any changes, promotions, or 
stock availability that may impact live chat interactions. 
Collaboration ensures a unified approach to customer 
service.
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Task |Handling Return 
and Exchange Requests

Description of the Task: This task involves 
managing the process of addressing custom-
er return and exchange requests, ensuring a 
seamless and customer-friendly experience. 
Timely and hassle-free handling of returns not 
only safeguards customer satisfaction but also 
contributes to building a positive brand 
image.image.

1. Develop a deep understanding of our diverse invento-
ry, including product specifications, features, and age ap-
propriateness. This knowledge is crucial for accurately 
addressing return and exchange requests.

2. Thoroughly acquaint yourself with our return and ex-
change policies. Understand the conditions under which 
returns are accepted, timeframes, and any special con-
siderations for different types of products.

3. Streamline the return process by developing clear, us-
er-friendly instructions for customers. Ensure that the steps 
for initiating a return are straightforward and that custom-
ers are aware of the necessary information and docu-
ments required.

4. Monitor incoming return requests and respond 
promptly. Acknowledge customers' concerns, reassure 
them, and guide them through the steps required to initi-
ate the return process for their orders.

5. Handle exchange requests by offering suitable alterna-
tives based on customers' preferences. Provide detailed 
information about the replacement options, ensuring a 
smooth transition and a positive customer experience.

6. Work closely with our logistics team to arrange for the 
pickup or return of the product. Coordinate shipping 
labels and instructions to ensure that the return process is 
convenient for customers and complies with our policies.

7. Upon receiving returned products, conduct thorough 7. Upon receiving returned products, conduct thorough 
inspections to ensure they meet the required condition 
standards. This step is essential for determining eligibility 
for refunds or exchanges.

8. If a refund is applicable, process it promptly. Keep cus-8. If a refund is applicable, process it promptly. Keep cus-
tomers informed about the status of their refund, and 
ensure transparency in communication to maintain trust 
in our eCommerce service.

9. Update the inventory system in real-time to reflect the 
returned items. This helps maintain accurate stock levels 
and ensures that customers have access to the latest in-
formation when making future purchases.

10. Proactively seek feedback from customers who have 
initiated returns. Understand their experience and use this 
feedback to identify areas for improvement in our return 
and exchange processes.

11. Generate reports on return trends and reasons. Ana-11. Generate reports on return trends and reasons. Ana-
lyze this data to identify patterns and make informed deci-
sions on potential improvements to product descriptions, 
packaging, or quality control.
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Task |Updating the Online 
Inventory

Description of the Task: This task involves 
ensuring our digital shelves are always 
up-to-date by promptly adding new arrivals 
and removing discontinued items. Accurate 
online inventory management is crucial for 
providing customers with real-time availability 
information, reducing order errors, and opti-
mizing the overall shopping experience.mizing the overall shopping experience.

1. Collaborate with the product sourcing or purchasing 
team to gather comprehensive details about the new 
products, including features, specifications, pricing, and 
high-quality images.

2. Log in to the backend system of the eCommerce plat-
form using secure credentials, ensuring access to the in-
ventory management interface.

3. Utilize the platform's product listing tools to create en-
tries for the new products. Input accurate and engaging 
information, including product names, detailed descrip-
tions, images, pricing, and any relevant promotional de-
tails.

4. Maintain consistency in categorizing new products ac-
cording to predefined criteria, such as age groups, 
themes, and types. This consistency enhances the overall 
organization of the inventory.

5. Adjust stock quantities based on the actual inventory 
available. Accurate stock levels prevent overselling and 
ensure that customers receive the products they order 
without delays.

6. Identify listings for discontinued or out-of-stock items, 
and use the platform's tools to remove these items from 
the active inventory. This prevents customers from at-
tempting to purchase unavailable products.

7. Conduct a thorough check of product links and navi-
gation paths to confirm that customers can seamlessly 
navigate to and from the new listings without encounter-
ing broken links or errors.

8. Communicate with the marketing team to align the 
launch of new products with ongoing or upcoming pro-
motional efforts. Coordinate on social media posts, email 
campaigns, and any website banners promoting the new 
arrivals.

9. Optimize each new product listing for search engines 
by incorporating relevant keywords naturally into product 
titles and descriptions. Ensure accurate meta tags and 
product attributes to enhance the products’ discoverability 
in search engine results.

10. Regularly check customer reviews and feedback for 10. Regularly check customer reviews and feedback for 
new listings. Address any issues promptly, and share posi-
tive feedback with the team. Use customer insights to im-
prove future product updates and enhance the overall 
customer experience.

11. Utilize the platform's reporting tools to generate com-
prehensive inventory reports. Include data on stock levels, 
popular products, and sales trends. Analyze these reports 
to make informed decisions about restocking and plan 
for future product launches.
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Task |Writing 
SEO-Friendly Product 
Descriptions for Listings
Description of the Task: This task involves 
crafting compelling and search engine opti-
mized (SEO) product descriptions that not 
only showcase the unique features and bene-
fits of our products but also enhance their vis-
ibility on search engines. These descriptions 
serve as virtual storefront displays, attracting 

to our eCommerce platform.

1. Conduct keyword research to identify relevant and 
popular terms associated with the specific products. Uti-
lize tools like Google Keyword Planner to find keywords 
with high search volumes.

2. Gain insights into the preferences and interests of the 
target audience for each category. Tailor the product de-
scriptions to resonate with the needs and expectations of 
potential customers.

3. Focus on the unique features and benefits of each 
product. Clearly articulate how the product is beneficial to 
people. Highlighting these aspects helps customers un-
derstand the value of the product.

4. Write concise yet engaging product descriptions that 
capture the essence of the item. Use language that sparks 
imagination and excitement, creating a connection with 
the emotions associated with your product.

5. Infuse storytelling elements into the descriptions. De-5. Infuse storytelling elements into the descriptions. De-
scribe scenarios or use-cases where the product becomes 
an integral part of daily mundane life. This approach 
adds a personal touch and enhances the emotional 
appeal.

6. Integrate the identified keywords naturally into the 
product descriptions. Ensure that the keywords are seam-
lessly woven into the text, enhancing the content's visibility 
on search engines.

7. Structure the product descriptions using bullet points 
and headings. This not only makes the content visually 
appealing but also aids in easy scanning for customers 
looking for specific information.

8. Provide detailed product specifications, including di-8. Provide detailed product specifications, including di-
mensions, materials, and any safety certifications. This in-
formation is crucial for customers making informed deci-
sions and contributes to the overall transparency of the 
listing.

9. Conclude each product description with a compelling 
call-to-action. Encourage customers to make a purchase 
by emphasizing limited stock, exclusive features, or spe-
cial promotions associated with the product.

10. Work closely with the marketing team to align prod-
uct descriptions with ongoing campaigns and promotion-
al activities. Ensure consistency in messaging across vari-
ous channels.

11. Thoroughly proofread and edit the product descrip-
tions for grammar, spelling, and clarity. Error-free content 
enhances professionalism and instills confidence in cus-
tomers.

12. Monitor the performance of product listings using an-
alytics tools. Track how well each product ranks in search 
results and how frequently it attracts clicks. Use this data 
to refine and optimize future product descriptions.
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Task |Writing 
SEO-Friendly Product 
Descriptions for Listings
Description of the Task: This task involves 
crafting compelling and search engine opti-
mized (SEO) product descriptions that not 
only showcase the unique features and bene-
fits of our products but also enhance their vis-
ibility on search engines. These descriptions 
serve as virtual storefront displays, attracting 

to our eCommerce platform.

1. Conduct keyword research to identify relevant and 
popular terms associated with the specific products. Uti-
lize tools like Google Keyword Planner to find keywords 
with high search volumes.

2. Gain insights into the preferences and interests of the 
target audience for each category. Tailor the product de-
scriptions to resonate with the needs and expectations of 
potential customers.

3. Focus on the unique features and benefits of each 
product. Clearly articulate how the product is beneficial to 
people. Highlighting these aspects helps customers un-
derstand the value of the product.

4. Write concise yet engaging product descriptions that 
capture the essence of the item. Use language that sparks 
imagination and excitement, creating a connection with 
the emotions associated with your product.

5. Infuse storytelling elements into the descriptions. De-5. Infuse storytelling elements into the descriptions. De-
scribe scenarios or use-cases where the product becomes 
an integral part of daily mundane life. This approach 
adds a personal touch and enhances the emotional 
appeal.

6. Integrate the identified keywords naturally into the 
product descriptions. Ensure that the keywords are seam-
lessly woven into the text, enhancing the content's visibility 
on search engines.

7. Structure the product descriptions using bullet points 
and headings. This not only makes the content visually 
appealing but also aids in easy scanning for customers 
looking for specific information.

8. Provide detailed product specifications, including di-8. Provide detailed product specifications, including di-
mensions, materials, and any safety certifications. This in-
formation is crucial for customers making informed deci-
sions and contributes to the overall transparency of the 
listing.

9. Conclude each product description with a compelling 
call-to-action. Encourage customers to make a purchase 
by emphasizing limited stock, exclusive features, or spe-
cial promotions associated with the product.

10. Work closely with the marketing team to align prod-
uct descriptions with ongoing campaigns and promotion-
al activities. Ensure consistency in messaging across vari-
ous channels.

11. Thoroughly proofread and edit the product descrip-
tions for grammar, spelling, and clarity. Error-free content 
enhances professionalism and instills confidence in cus-
tomers.

12. Monitor the performance of product listings using an-
alytics tools. Track how well each product ranks in search 
results and how frequently it attracts clicks. Use this data 
to refine and optimize future product descriptions.
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Task |Monitoring and 
Updating Pricing 
According to Competitor 
Listings

Description of the Task: This task involves 
keeping a vigilant eye on competitors' pricing 
strategies and adjusting our prices strategical-
ly. This ensures that our pricing remains com-
petitive, maximizing sales potential while 
maintaining profitability. Regular monitoring 
and adjustments contribute to a dynamic and 

ing eCommerce landscape.

1. Compile a list of key competitors in the eCommerce 
space. This includes both direct competitors offering simi-
lar products and those known for competitive pricing 
strategies.

2. Employ pricing intelligence tools tailored for the 
eCommerce industry to monitor competitor prices. These 
tools provide real-time data on pricing trends and fluctu-
ations.

3. Categorize our products for effective comparison with 
competitor offerings. Ensure that the comparison is based 
on similar types, features, and target age groups.

4. Regularly check competitor websites and marketplaces 
to monitor changes in their listings and pricing strategies. 
Pay attention to promotional periods, discounts, and any 
special offers.

5. Analyze competitor pricing strategies, taking note of 5. Analyze competitor pricing strategies, taking note of 
any patterns or trends. Understand how they position their 
products in terms of value and whether they emphasize 
quality, exclusivity, or affordability.

6. Based on the insights gathered, adjust our prices stra-
tegically. Consider factors such as perceived value, 
market demand, and the overall competitive landscape 
when determining the optimal pricing structure.

7. Implement dynamic pricing rules within the eCom-
merce platform. Utilize automation to adjust prices dy-
namically in response to changes in competitor pricing, 
ensuring real-time competitiveness.

8. Explore bundling options or promotional pricing strate-
gies to enhance the perceived value of our offerings. This 
can be an effective way to differentiate our products and 
attract price-conscious customers.

9. Coordinate with the marketing team to align pricing 
changes with promotional campaigns. Ensure that mes-
saging across marketing channels emphasizes the com-
petitive pricing and added value of our products.

10. Monitor the impact of pricing changes on sales and 
customer response. Track customer feedback and adjust 
pricing strategies based on market dynamics and custom-
er preferences.

11. Stay informed about industry trends. Understand how 
these trends may influence pricing strategies and adjust 
our pricing accordingly to stay competitive in the market.

12. Regularly update pricing information on the eCom-
merce platform to reflect the changes made in response 
to competitor activities. Ensure that customers have 
access to accurate and competitive pricing.
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Task |Assisting with 
Launching of New 
Products
Description of the Task: This task involves 
assisting in planning and executing marketing 
strategies, crafting engaging product descrip-
tions, and ensuring seamless integration into 
the online inventory. Successful product 
launches captivate our audience, driving in-
terest and sales in the highly competitive 
eCommerce market.

1. Engage with the product development team to gather 
comprehensive details about upcoming product releases. 
Obtain information on features, target age groups, and 
unique selling points.

2. Work closely with the marketing team to gather or 2. Work closely with the marketing team to gather or 
create promotional materials for the new products. This 
includes high-quality images, videos, and engaging con-
tent that highlights the key attributes of the products.

3. Develop a launch calendar that outlines the timeline 
for introducing new products. Coordinate with the mar-
keting team to align launch dates with promotional cam-
paigns and events.

4. Write compelling and SEO-friendly product descrip-
tions for the new products. Highlight their features, bene-
fits, and any exclusive aspects that make them stand out 
in the market.

5. Plan and create social media campaigns to generate 
excitement around the new product releases. Develop en-
gaging posts, teasers, and countdowns to build anticipa-
tion among the target audience.

6. Assist in crafting and sending targeted email cam-
paigns to the existing customer base. Highlight the unique 
features of the new products and offer exclusive promo-
tions to encourage early adoption.

7. Identify and reach out to relevant influencers in the in-
dustry for potential partnerships. Collaborate on unbox-
ing videos, reviews, or sponsored content to amplify the 
reach of the new products.

8. Ensure that the product pages for the new items are 
optimized for search engines. Incorporate relevant key-
words, attractive visuals, and detailed information to en-
hance the visibility and appeal of the products.

9. Brief the customer support team on the upcoming 
launches. Provide them with key information, anticipated 
customer queries, and solutions to address potential con-
cerns during the launch period.

10. Create a sense of urgency by implementing limit-
ed-time offers or exclusive discounts for early adopters. 
This encourages customers to make purchases during the 
initial launch period.

11. On the day of the launch, closely monitor the perfor-
mance of the new products. Track website traffic, sales 
metrics, and customer interactions to gauge the success 
of the launch.

12. Actively seek and gather customer feedback on the 
new products. Monitor reviews, comments, and social 
media interactions to understand customer sentiments 
and address any issues promptly.

13. Collaborate with the analytics team to generate 13. Collaborate with the analytics team to generate 
post-launch reports. Analyze sales data, customer feed-
back, and the overall performance of the new products. 
Use this information to refine future launch strategies.

10www.outsourceaccess.com

eCommerce - Product Management



M
A

R
K

ET
IN

G
A

N
D

 P
R
O

M
O

TI
O

N



Task |Creating and 
Scheduling Posts about 
Products
Description of the Task: This task involves 
crafting engaging and visually appealing 
social media posts showcasing our latest ar-
rivals. Schedule these posts strategically to 
maximize reach, foster excitement, and drive 
traffic to our eCommerce platform. This task 
is essential for maintaining an active online 
presence and capturing the attention of our 
audience.

1. Collect detailed information about the featured prod-
ucts, including key features, age recommendations, and 
any unique aspects that make them stand out in the 
market.

2. Craft engaging and concise copy for social media 
posts that highlights the key selling points of the products. 
Use relevant  language to resonate with the target audi-
ence.

3. Choose high-quality images of the products that show-
case their design, features, and packaging. Visuals play a 
crucial role in capturing attention and generating interest 
among potential customers.

4. Incorporate relevant and trending hashtags in the posts 
to enhance discoverability. Utilize popular related 
hashtags to tap into broader conversations within the 
eCommerce community.

5. Customize posts based on the requirements of each 5. Customize posts based on the requirements of each 
social media platform. Adjust image sizes, captions, and 
hashtags to optimize the content for platforms such as In-
stagram, Facebook, Twitter, and others.

6. Refer to the marketing calendar to align posts with on-
going campaigns, promotions, or special events related 
to the featured products. Consistency in messaging en-
hances the overall impact of marketing efforts.

7. Utilize social media management tools to schedule 
posts at optimal times for maximum visibility and engage-
ment. Consider factors such as peak user activity, time 
zones, and the target audience's online behavior.

8. Monitor and engage with user comments on the 
posted content. Respond to inquiries, express gratitude for 
positive feedback, and address any concerns promptly to 
foster a positive online community around our products.

9. Create carousel or slideshow posts to showcase multi-9. Create carousel or slideshow posts to showcase multi-
ple images or features of a product in a single post. This 
allows for a more comprehensive presentation and en-
courages users to swipe through for additional details.

10. Leverage platform-specific story features to share be-
hind-the-scenes content, sneak peeks, or limited-time 
promotions related to the products. Stories provide a dy-
namic and interactive way to connect with the audience.

11. Use social media analytics tools to track the perfor-
mance of each post. Analyze metrics such as engage-
ment, reach, and click-through rates to assess the effec-
tiveness of the content strategy.
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Task |Conducting 
Influencer Outreach

Description of the Task: This task involves 
forging partnerships with influential personali-
ties in the industry to amplify our brand's 
reach. Reach out to influencers, collaborate 
on unboxing videos, reviews, and sponsored 
content. Leveraging the influence of key fig-
ures in the space enhances brand credibility 

relevant audiences.

1. Compile a list of influencers and content creators rele-
vant to our industry. Consider factors such as audience 
demographics, engagement levels, and the influencer's 
affinity for promoting products.

2. Investigate the reach and impact of potential influenc-
ers. Analyze their follower count, engagement rates, and 
the type of content they create to ensure alignment with 
our brand and target audience.

3. Craft personalized outreach messages to influencers 
expressing genuine interest in their content and explaining 
why our products would resonate with their audience. 
Tailor each message to showcase the uniqueness of our 
products.

4. Clearly articulate the benefits of collaborating with our 4. Clearly articulate the benefits of collaborating with our 
brand, including access to exclusive releases, promotion-
al opportunities, and potential long-term partnerships. 
Emphasize the mutual value in the collaboration.

5. Share comprehensive information about the featured 
products, emphasizing their key features, play value, and 
any special aspects that make them exciting and share-
able. Include high-quality images to showcase the prod-
ucts.

6. Discuss collaboration terms with interested influencers, 
including compensation, content requirements, and pro-
motion timelines. Ensure that expectations on both sides 
are clearly defined for a successful partnership.

7. Work closely with influencers to coordinate the creation 
of content. Provide necessary materials, such as addition-
al product information, branding guidelines, and any 
specific messages or themes to be highlighted in the con-
tent.

8. Review content drafts submitted by influencers to 
ensure alignment with our brand image and messaging. 
Provide feedback and approval before the content goes 
live to maintain consistency and quality.

9. Encourage influencers to cross-promote the collabora-9. Encourage influencers to cross-promote the collabora-
tion on their platforms, reaching their audience and driv-
ing traffic to our eCommerce site. This maximizes the 
impact of the influencer marketing campaign.

10. Monitor influencer posts and engage with the audi-
ence through comments and interactions. Respond to in-
quiries and feedback, fostering a positive community 
around the influencer collaboration and our products.
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Task |Running Promotions 
and Discounts

Description of the Task: This task involves 
planning and executing promotional cam-
paigns, including exclusive discounts and lim-
ited-time offers on our products. Running tar-
geted promotions not only stimulates sales 
but also creates a sense of urgency, encour-
aging customers to make purchase decisions 

mentum and maintaining a competitive edge 
in the eCommerce market.

1. Collaborate with the marketing team to identify specific 
products for promotion. Consider factors such as invento-
ry levels, seasonality, and upcoming trends to strategically 
choose the products.

2. Clearly define the objectives of the promotion, whether 
it's to boost sales, clear excess inventory, introduce new 
products, or reward loyal customers. Aligning the promo-
tion with specific goals ensures a focused strategy.

3. Determine the discount structures for the selected 
items. 
This may include percentage discounts, buy-one-get-one 
(BOGO) offers, or tiered discounts based on purchase 
amounts. Tailor the structure to align with the promotional 
objectives.

4. Decide on the duration of the promotion, considering 4. Decide on the duration of the promotion, considering 
factors such as the seasonality of items, customer behav-
ior patterns, and any upcoming events or holidays. A 
well-timed promotion enhances its effectiveness.

5. Craft compelling and engaging copy to promote the 
discounts. Highlight the value proposition of the discount-
ed products, emphasizing savings, exclusivity, or limit-
ed-time offers to create a sense of urgency.

6. Work with the design team to create visually appealing 
graphics and visuals for the promotion. These visuals 
should be shared across various channels, including the 
eCommerce website, social media, and email cam-
paigns.

7. Ensure that the discounted prices are accurately reflect-
ed in the product listings on the eCommerce platform. 
Update product descriptions, prices, and any relevant in-
formation to provide a seamless and transparent shop-
ping experience.

8. Disseminate promotion information across multiple 
marketing channels, including social media, email news-
letters, and website banners. Consistent messaging across 
channels maximizes the promotion's visibility.

9. Design and execute targeted email campaigns to 
reach existing customers. Segment the email list based on 
preferences, purchase history, or engagement levels to 
tailor promotional messages for different customer seg-
ments.

10. Invest in social media advertising to amplify the reach 
of the promotion. Utilize targeted ads on platforms like 
Facebook and Instagram to showcase the discounted 
products to a broader audience.

11. Monitor the performance of the promotion in re-11. Monitor the performance of the promotion in re-
al-time. Track sales data, website traffic, and customer 
engagement to assess the effectiveness of the promotion 
and make any necessary adjustments.
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Task |Designing Visuals 
for Marketing Campaigns

Description of the Task: This task involves 
creating visually compelling graphics and vi-
suals to support our marketing campaigns 
and promotions. Design eye-catching ban-
ners, social media graphics, and email visu-
als that effectively communicate the emotion 
associated with our products. Well-crafted vi-

and impact of our marketing efforts in the 
highly visual world of eCommerce.

1. Collaborate with the marketing team to understand the 
specific objectives of the marketing campaign. Whether 
it's promoting a new product line, running a sale, or cele-
brating a special event, clarity on objectives is crucial.

2. Define the target audience for the marketing cam-
paign. Understand the demographics, preferences, and 
interests of the audience to tailor visuals that resonate 
with them, creating a more impactful connection.

3. Collect comprehensive information about the featured 
products. Understand their unique features, value, and 
any specific characteristics that should be highlighted in 
the visuals.

4. Design visually engaging images that showcase the 4. Design visually engaging images that showcase the 
highlighted products in various contexts. Utilize high-qual-
ity images with vibrant colors, emphasizing the emotion 
associated with the products.

5. Create graphics tailored for each social media plat-
form where the campaign will be promoted. Adjust di-
mensions and layouts to optimize visuals for platforms 
such as Instagram, Facebook, and Twitter.

6. If available, include user-generated content in the visu-
als. Showcase images or testimonials from customers 
who have enjoyed the featured products, adding authen-
ticity and relatability to the campaign.

7. Coordinate with the copywriting team to ensure align-
ment between visuals and campaign messaging. Ensure 
that the graphics complement the written content and 
convey a cohesive message.

8. Create visually appealing visuals for email campaigns. 
Design eye-catching headers, product showcases, and 
promotional banners to capture the attention of email 
subscribers and encourage clicks.

9. Verify that the visuals are mobile-responsive to ensure 
a seamless viewing experience across devices. Mo-
bile-friendly visuals are essential as a significant portion of 
users engage with campaigns on mobile devices.

10. Share visual drafts with the marketing team for feed-
back. Iterate on the designs based on the team's input, 
ensuring that the final visuals align with the overall vision 
of the marketing campaign.

11. Export the finalized visuals in the appropriate file for-
mats. Distribute the visuals across marketing channels, in-
cluding the eCommerce website, social media platforms, 
email campaigns, and any other relevant channels.
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Task |Processing Orders 
for Shipment

Description of the Task: This task involves 
handling the fulfillment process by processing 
orders for shipment. This entails carefully se-
lecting and packaging the ordered items, en-
suring accurate order contents, and prepar-
ing them for timely dispatch. This crucial task 
guarantees a seamless and delightful experi-

customer satisfaction and loyalty.

1. Regularly check the eCommerce platform for new pur-
chase orders. Familiarize yourself with the details of each 
order, including the specific products purchased, quantity, 
and any special instructions from the customer.

2. Verify the accuracy of each order to ensure that the 
correct products and quantities are selected for shipment. 
Double-check any customization requests or special 
packaging instructions provided by the customer.

3. Gather the necessary packaging materials, including 3. Gather the necessary packaging materials, including 
boxes, bubble wrap, packing peanuts, and any branded 
packaging materials. Ensure that the packaging aligns 
with the size and fragility of the products being shipped.

4. Utilize the shipping system or platform to generate 4. Utilize the shipping system or platform to generate 
shipping labels for each order. Ensure that the shipping 
information is accurate and matches the customer's pro-
vided details, including the correct shipping address.

5. If working within a larger team, coordinate with the ful-
fillment team to ensure a smooth handover of packed 
orders. Communicate any special handling instructions or 
shipping preferences for certain products.

6. Arrange for the pickup or drop-off of the packaged 
orders with the designated courier service. Confirm 
pickup times and communicate any specific require-
ments, such as fragile or expedited shipping options.

7. Update the order status on the eCommerce platform 
to indicate that the orders have been processed and are 
in transit. This provides customers with real-time updates 
on their order status.

8. Monitor the progress of shipped orders using tracking 8. Monitor the progress of shipped orders using tracking 
information provided by the courier. Stay vigilant for any 
potential issues, delays, or discrepancies in transit and 
take proactive steps to address them.

9. Promptly respond to customer inquiries regarding 9. Promptly respond to customer inquiries regarding 
order status, shipping times, or any concerns related to 
the shipment. Provide excellent customer service by keep-
ing customers informed and addressing their questions.

10. Collaborate with the customer support team to ad-
dress any shipping-related issues or customer inquiries. 
Share insights into common customer queries to stream-
line future customer interactions.
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Task |Coordinating with 
Logistics Partner

Description of the Task: This task involves 
facilitating smooth logistics operations by co-
ordinating with our trusted logistics partner. 
This involves communicating order volumes, 
delivery timelines, and any special require-
ments for transporting delicate or large ship-
ments. Effective coordination ensures timely 

for reliable and efficient order fulfillment.

1. Assess the current order volume on the eCommerce 
platform to determine the scale of logistics coordination 
required. Consider peak seasons, promotions, or any 
special events that may impact order volume.

2. Reach out to the designated logistics partner to com-2. Reach out to the designated logistics partner to com-
municate current and anticipated order volumes. Provide 
insights into upcoming promotions or events that might 
result in increased shipments of products.

3. Communicate expected shipment timelines for upcom-
ing orders. Ensure that the logistics partner is aware of 
any specific delivery requirements or time-sensitive pro-
motions that may impact delivery schedules.

4. If certain products require special handling due to fra-
gility, size, or other considerations, clearly communicate 
these instructions to the logistics partner. Ensure that they 
are well-informed about any unique aspects of the prod-
uct shipments.

5. Confirm shipping rates with the logistics partner, espe-
cially if there are variations based on package size, 
weight, or delivery locations. Seek any potential cost-sav-
ing opportunities or negotiate rates based on the volume 
of product shipments.

6. Coordinate with the logistics partner regarding pack-
aging requirements. Ensure that the packaging materials 
used align with the nature of the products and provide 
adequate protection during transit.

7. Schedule pickups for orders from the fulfillment center 
and coordinate delivery to distribution centers or directly 
to customers. Ensure that the logistics partner is aware of 
any time-sensitive requirements for specific shipments.

8. Generate and provide shipping labels to the logistics 8. Generate and provide shipping labels to the logistics 
partner for each product order. Confirm that the labels in-
clude accurate information, including customer address-
es, order numbers, and any special instructions.

9. Confirm that the logistics partner provides tracking in-
formation for each shipment. Visibility into the status of 
orders during transit is crucial for both the eCommerce 
team and customers.

10. Proactively address any issues or delays that may 
arise during the shipping process. Communicate with the 
logistics partner to find quick solutions and keep custom-
ers informed about the status of their orders.
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Task |Providing Tracking 
Information

Description of the Task: This task involves 
providing customers with tracking information 
for their orders. Keeping customers informed 
about the shipment's progress and expected 
delivery date fosters trust and allows them to 
anticipate the joy of receiving their chosen 
products. This proactive communication is 
vital for a positive post-purchase experience.vital for a positive post-purchase experience.

1. Log in to the order management system on the eCom-
merce platform to access the latest information on orders 
that have been shipped.

2. Generate tracking numbers for each shipped order. 
Utilize the order management system or the integrated 
shipping platform to create unique tracking identifiers for 
accurate shipment tracking.

3. Update the order status on the eCommerce platform 
to indicate that the orders have been shipped. This pro-
vides customers with real-time information about the 
progress of their orders.

4. Send automated or personalized emails to customers 
with the tracking information for their orders. Include a 
friendly message, express gratitude for their purchase, 
and provide clear instructions on how to track their ship-
ments.

5. Clearly communicate the estimated delivery dates for 
each order along with the tracking information. Set accu-
rate expectations regarding when customers can antici-
pate the arrival of their purchased products.

6. Include information about the shipping carrier in the 
tracking communication. Specify the carrier's name and 
provide a link to their tracking portal, making it conve-
nient for customers to monitor their product shipments.

7. Anticipate and address common questions related to 
tracking, such as how to use the tracking number, where 
to find updates, and what to do in case of delays. Proac-
tive communication reduces customer inquiries and en-
sures a positive experience.

8. Inform the customer support team about the dis-
patched orders and provide them with the tracking infor-
mation. This ensures that the support team can assist cus-
tomers effectively in case of inquiries or concerns.

9. Regularly monitor the progress of product shipments 
using the tracking information provided by the shipping 
carriers. Be alert to any potential issues, delays, or excep-
tions in the delivery process.

10. Respond promptly to any customer inquiries related 
to tracking. Provide updates on shipment status, address 
concerns, and offer assistance in cases where customers 
may have difficulty tracking their orders.
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Task |Managing 
Backorders

Description of the Task: This task involves 
managing backorders to handle situations 
where demand exceeds current inventory. This 
involves effective communication with cus-
tomers, providing estimated restock timelines, 
and ensuring priority fulfillment when the 
products become available. Efficient back-

satisfaction and loyalty, even during periods 
of high demand.

1. Regularly check the inventory system to identify prod-
ucts that are currently on backorder. These are products 
for which demand has exceeded the available stock.

2. Review customer orders that include backordered 
products. Identify customers who have chosen to proceed 
with the purchase despite the backorder situation.

3. Reach out to customers affected by backorders via 
email or the preferred communication channel. Clearly 
communicate the backorder status, provide an estimated 
restock timeline, and offer alternatives or solutions, such 
as partial shipments.

4. Update the product listings on the eCommerce plat-4. Update the product listings on the eCommerce plat-
form to reflect the backorder status. Clearly indicate that 
certain items are currently out of stock and provide infor-
mation about when customers can expect them to be 
available again.

5. Communicate with suppliers to obtain accurate infor-
mation about restock timelines for the backordered prod-
ucts. Collaborate on expediting the replenishment pro-
cess and securing inventory as soon as possible.

6. Work with the fulfillment team to prioritize the fulfill-
ment of backordered products once they are restocked. 
Ensure that these orders are processed promptly to fulfill 
customer expectations.

7. Consider offering incentives or discounts to customers 
who choose to keep their orders despite the backorder 
situation. This could include exclusive promotions, dis-
count codes for future purchases, or other perks to ex-
press gratitude for their patience.

8. Keep affected customers informed through regular up-
dates on the status of their backorders. Communicate 
any changes in restock timelines, unexpected delays, or 
additional perks to enhance the customer experience.

9. Collaborate with the customer support team to ensure 
they are well-informed about the backorder status. Equip 
them with the necessary information to address customer 
inquiries and provide excellent service.

10. If the eCommerce platform supports it, implement a 10. If the eCommerce platform supports it, implement a 
backorder management system. This system can help au-
tomate communications, track backorder statuses, and 
streamline the overall process for more efficient manage-
ment.

11. Regularly monitor inventory levels and adjust back-
order statuses accordingly. This ensures accurate informa-
tion is provided to customers and helps in making in-
formed decisions regarding restocking priorities.
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Task |Generating Reports 
on Sales Performance

Description of the Task: This task involves 
analyzing key indicators such as best-selling 
products, revenue trends, and customer pref-
erences. These reports empower strategic de-
cision-making, ensuring our inventory aligns 
with customer demand and optimizing the 
overall sales strategy for sustained growth.

1. Log in to the eCommerce platform's analytics or re-
porting system to access sales data. Navigate to the sales 
dashboard, ensuring access to real-time and historical 
data for accurate analysis.

2. Define the reporting period for analysis. This could be 
daily, weekly, monthly, or any custom timeframe. Align the 
reporting period with business goals and the frequency of 
strategic decision-making.

3. Identify key performance metrics for product sales, in-3. Identify key performance metrics for product sales, in-
cluding total revenue, units sold, average order value, 
and product-specific metrics. Tailor the metrics to align 
with business objectives and areas of focus.

4. Identify and analyze the performance of best-selling 
products. Determine the factors contributing to their suc-
cess, such as customer reviews, marketing efforts, or sea-
sonal trends.

5. Evaluate revenue trends over the defined reporting 
period. Identify patterns, peak sales periods, and any no-
ticeable fluctuations. This insight is crucial for strategic 
planning and optimizing marketing campaigns.

6. Segment customers based on demographics, geo-
graphic location, or other relevant factors. Analyze how 
different customer segments contribute to overall product 
sales performance, informing targeted marketing strate-
gies.

7. Assess the impact of recent marketing campaigns on 
product sales. Evaluate the effectiveness of promotional 
activities, discounts, or advertising efforts. Determine 
which campaigns resonated most with the target audi-
ence.

8. Determine the performance of different sales channels, 
such as the eCommerce website, third-party platforms, or 
social media. Identify high-performing channels and allo-
cate resources accordingly for optimal results.

9. Examine conversion rates at various stages of the sales 
funnel. Analyze how well the eCommerce website con-
verts visitors into customers and identify areas for im-
provement in the user journey.

10. Collaborate with the marketing team to gain insights 
into upcoming promotions, product launches, or market-
ing strategies. Align sales performance analysis with mar-
keting initiatives for a holistic understanding.

11. Generate visual reports using charts and graphs to 
present key findings. Visual representation enhances un-
derstanding and facilitates communication with stake-
holders, allowing for quicker decision-making.
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Task |Conducting 
Customer Behavior 
Analysis

Description of the Task: This task involves 
analyzing browsing patterns, purchasing 
habits, and engagement metrics to gain in-
sights into what resonates with our audience. 
This analysis guides personalized marketing 
efforts, enhances the user experience, and 
builds lasting connections with our diverse 
customer base.customer base.

1. Define the period for customer behavior analysis. 
Choose a relevant timeframe, such as a month or quar-
ter, to capture substantial data for meaningful insights into 
customer behavior.

2. Identify and prioritize key metrics for customer behavior 
analysis. This may include metrics such as website visits, 
page views, bounce rates, time spent on site, and conver-
sion rates. Customize metrics based on specific goals and 
areas of interest.

3. Segment customer data based on demographics, geo-
graphic location, and purchasing behavior. Create cus-
tomer personas to understand the diverse needs and 
preferences of different customer segments.

4. Analyze the browsing patterns of customers on the 
eCommerce website. Explore which pages receive the 
most visits, the sequence of pages viewed, and any pat-
terns related to product categories or features.

5. Evaluate customer interest in specific products. Identify 
which products are frequently viewed, added to cart, and 
ultimately purchased. This information informs merchan-
dising strategies and inventory planning.

6. Assess the paths customers take before making a pur-
chase. Examine the conversion funnel to understand 
where customers enter, exit, and convert. Identify potential 
obstacles in the customer journey and propose optimiza-
tions.

7. Monitor and analyze cart abandonment rates. Identify 
reasons for abandoned carts, such as unexpected ship-
ping costs or complicated checkout processes. Propose 
improvements to reduce cart abandonment and boost 
conversions.

8. Explore the sources of traffic to the eCommerce web-
site. Analyze the effectiveness of various channels, includ-
ing direct traffic, organic search, paid advertising, and 
social media. Allocate resources based on the perfor-
mance of each channel.

9. Understand how customer behavior varies during dif-
ferent seasons or holidays. Analyze whether certain cate-
gories experience increased interest during specific times, 
allowing for targeted marketing and promotions.

10. Identify and analyze the behavior of returning cus-
tomers. Understand their loyalty patterns, preferred prod-
uct categories, and engagement levels. Use this informa-
tion to enhance customer retention strategies.
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Task |Conducting 
Competitor Analysis

Description of the Task: This task involves 
evaluating rival eCommerce platforms, pric-
ing strategies, and marketing initiatives. This 
intelligence equips us with a strategic edge, 
enabling us to position our products effective-
ly, identify market trends, and continuously 
refine our competitive approach.

1. Identify the main competitors in the eCommerce 
space. This includes both direct competitors with similar 
product offerings and indirect competitors targeting a 
similar customer base.

2. Explore competitor websites thoroughly, focusing on 2. Explore competitor websites thoroughly, focusing on 
their layout, user experience, and features. Note the 
design elements, product categorization, and any unique 
functionalities that contribute to a positive user experi-
ence.

3. Evaluate the range and variety of products offered by 
competitors. Identify key product categories, popular 
items, and any unique or exclusive products that differen-
tiate them in the market.

4. Analyze the pricing strategies employed by competi-
tors. Compare prices for similar products, consider bun-
dled offerings, and identify any discount or promotional 
strategies they use to attract customers.

5. Review customer reviews and feedback on competitor 
websites and external platforms. Understand customer 
sentiments, identify common pain points, and note posi-
tive aspects. This insight provides valuable feedback for 
improving our own offerings.

6. Examine competitor marketing strategies and promo-
tions. Analyze the channels they use for advertising, the 
frequency of promotions, and any loyalty programs or in-
centives offered to customers.

7. Investigate the social media presence of competitors. 
Analyze their engagement levels, follower growth, and the 
type of content shared. Identify successful social media 
campaigns and assess customer interactions.

8. Monitor events or engagement activities hosted by 8. Monitor events or engagement activities hosted by 
competitors, such as product launches, contests, or col-
laborations. Analyze the impact of these events on cus-
tomer engagement and sales.

9. Track and assess the overall customer experience pro-
vided by competitors. Consider factors such as shipping 
speed, customer support responsiveness, and the ease of 
the checkout process.

10. Identify the strengths and weaknesses of each com-
petitor. Understand what they excel at and areas where 
they may have limitations. This analysis guides our own 
strategy development.

11. Benchmark competitor marketing collateral, includ-
ing visuals, branding elements, and messaging. Evaluate 
the consistency and effectiveness of their branding efforts.

12. Use competitor analysis tools and platforms to gather 
additional insights. Tools such as SEMrush, Ahrefs, or 
SimilarWeb can provide data on traffic, keywords, and 
overall online presence.

13. Assess the SEO strategies employed by competitors. 13. Assess the SEO strategies employed by competitors. 
Identify keywords they are targeting, backlink strategies, 
and overall search engine performance. This information 
can guide our own SEO efforts.
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Task |Inventory 
Forecasting

Description of the Task: This task involves 
utilizing advanced forecasting methods to 
predict future demand for our diverse inven-
tory. By analyzing past sales data, market 
trends, and external factors, we can optimize 
stock levels, minimize overstock or understock 
scenarios, and ensure that our inventory 
aligns precisely with customer demand, en-
hancing overall operational efficiency.

1. Log in to the inventory management system integrated 
with the eCommerce platform. Familiarize yourself with 
product categories, stock levels, and any historical sales 
data available.

2. Define the forecasting period based on business 2. Define the forecasting period based on business 
needs. This could be weekly, monthly, or seasonally, de-
pending on the industry's demand patterns and business 
planning cycles.

3. Analyze historical sales data for each product. Identify 
trends, seasonality, and any notable fluctuations in 
demand. This analysis serves as a foundation for predict-
ing future sales.

4. Identify the top-selling products based on historical 
sales performance. These are products likely to experi-
ence consistent demand and should be a focal point in 
inventory forecasting.

5. Consider external factors that may impact sales, such 
as holidays, promotional events, or trends in the broader 
market. Adjust forecasts to account for these external in-
fluences on consumer behavior.

6. Collaborate with the marketing team to understand 
upcoming marketing plans, product launches, or promo-
tional campaigns. Factor in these initiatives when fore-
casting inventory to ensure alignment with marketing 
goals.

7. Assess lead times from suppliers. Understand the time 
it takes for new stock to be delivered once an order is 
placed. Consider lead times in the forecasting process to 
prevent stockouts or overstock situations.

8. Utilize seasonal trends specific to the industry. Recog-8. Utilize seasonal trends specific to the industry. Recog-
nize peak seasons for certain types of products and adjust 
inventory forecasts accordingly to meet heightened 
demand during specific periods.

9. Implement ABC analysis to categorize products based 
on their importance. Classify items as A (high-value, 
low-frequency), B (moderate value and frequency), and C 
(low value, high frequency). Allocate resources accord-
ingly.

10. Apply statistical forecasting models, such as moving 
averages or weighted averages, to predict future sales 
trends. Leverage forecasting tools or software to auto-
mate and refine the forecasting process.

11. Adjust safety stock levels based on the desired level of 
inventory risk tolerance. Safety stock acts as a buffer to 
prevent stockouts during unexpected surges in demand or 
delays in supplier shipments.

12. Collaborate with the sales team to gather insights into 12. Collaborate with the sales team to gather insights into 
customer feedback, emerging trends, or any shifts in cus-
tomer preferences. This qualitative information comple-
ments quantitative data in the forecasting process.

13. Factor in the lifecycles of certain products. Recognize 
if certain products are seasonal or have a limited shelf 
life. Adjust inventory forecasts to align with product lifecy-
cles and prevent excess stock.
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