
How to Write a Great Email Signature: 
9 Tips with Real Examples 

 

 

The average office worker sends 40 emails per day. That's 40 opportunities to market 
yourself and your business in those individual emails you send, every single day. 

A lot of people treat their email signatures like an afterthought, which makes for a real 
missed opportunity. Those signatures are a chance for you to make it clear who you are, 
make it easy for people to reach you, and give people a place to go to find out more -- 
either about you, about your business, or about something you're working on.  

So if you're just putting your name and a point or two of contact information in your 
signature, you're not taking full advantage of the opportunity to connect and engage with 
the people you're emailing. (Although you don't want to go overboard, either. Jamming 
your signature full of links and information is just plain spammy and self-promotional.) 

So, what does a great email signature look like? Here are some tips for creating ones that 
are helpful and professional, including a few great examples.  

 

9 Tips for Writing a Great Email Signature 

1) Keep colors simple and consistent. 

http://offers.hubspot.com/cs/c/?cta_guid=e829ca7f-db60-4ee0-9988-a33b45f97f00&placement_guid=75b7595b-e90e-4985-9158-9c3a402924cb&portal_id=53&redirect_url=APefjpEVtOezy_86HmpxYKl0jKAqBgMVDoTr1ItfbJUVuR0yvZAKQyFgM2aJIGN8W1hdECjmW-mQYzkeLuVebVnrjjv3SnfOWwQ-qRhV4ciXHnkx6929M-2BftfRsMtm1v4ge6VysIV9AjvbUCqbD-jQiWZHxtPbdMC6TFNkGMklnwQ8D5Nk9IY_Z_LSxxYh4HF1jNOgKgDAngdkMqMRDwP5C7pW4RrR2KiLIOj3j4_Hu31OXiAN-v31zrxtD01IuMflKZrUrhriY5cUttGhOuse3FswXqmdXw&hsutk=d1f46cdd26a82cd044b19a102775c64a&utm_referrer=http://blog.hubspot.com/marketing/professional-email-signatures&canon=http://blog.hubspot.com/marketing/professional-email-signatures&__hstc=20629287.d1f46cdd26a82cd044b19a102775c64a.1407008020232.1472922337427.1472951163247.76&__hssc=20629287.15.1472951163247&__hsfp=2722755842


Branding is most effective when it’s consistent -- and that includes your email signature. 
Adding color to your email signature is a nice touch that'll help it stand out from the rest of 
your email. But if you do choose to use color, be sure to stick to one or two in addition to 
dark text. 

Use subtle highlights to match your logo or branding, like Brittany Hodak does in her email 
signature. Notice how her social media icons are the same blue hue as the ZinePak logo. 

 

2) Use design hierarchy. 

Good design is all about presenting your information in an easily digestible manner. 
Because your email signature is likely more a list of information than it is a compelling 
story, you'll want to use hierarchy to direct readers' eyes to what they should be reading 
first. 

Scale your name up to a larger font so that it attracts the most attention, like you would on 
a resume. Then, pick and choose information to bold and color based on importance so 
you can help guide people's eyes logically through the design, as in the example below. 

 

Image Credit: Envato 

3) Include a call-to-action (and update it regularly). 

One of the smartest things you can do in your email signature is include a call-to-action. 
The best email signature CTAs are simple, up-to-date, non-pushy, and in line with your 

http://business.tutsplus.com/articles/9-professional-email-signature-tips-with-best-template-examples--cms-26357


email style, making them appear more like post-script, and less like a sales pitch. Choose 
a CTA that aligns with one of your current business goals, and update it when those goals 
change. 

Here's a great example from our own Social Media Manager Chelsea Hunersen. She 
changes her text CTA depending on her current social media goals.  

 

Once she created a unique Slack channel for inbound marketers, she switched up her 
email signature CTA to point people there, instead. 

 

Links to videos can be especially noticeable because in some email clients like Gmail, a 
video's thumbnail will show up underneath your signature. Here's an example of what that 
looks like from our own Emily MacIntyre: 

 

4) Include social icons linking to your social profiles. 

https://www.linkedin.com/in/ekueffner


Your social media presence is a major part of your personal brand because it helps you 
gain a following in your space and shows people what you care about. You can tell a lot 
about a person by what they post and how they portray themselves. 

That's why it's a great idea to include links to your social media pages in your email 
signature. It not only reinforces your personal brand, but it also helps people find new 
ways to contact and follow you. 

Even better? It can help drive traffic to your online content if you're posting links to that 
content on social. So if you do include social icons in your signature, make sure you're 
keeping your social profiles up-to-date and chock full of interesting, relevant content. (In 
other words, if you haven't tweeted in six months, you may want to leave Twitter out.) 

 

Why use social media icons instead of simply text links? Because icons are more easily 
recognizable for folks skimming your signature -- and they'll stand out from the rest of the 
text in there. According to research from Neomam Studios, it only takes the human mind 
150 microseconds to process a symbol, and 100 microseconds to attach meaning to it. 
That's super-fast. Plus, icons are big space-savers in a place where you might be packing 
a lot of information. 

Even if you have a presence on a lot of social media sites, though, try to cap the number 
of icons to five or six. Focus on the accounts that matter most to growing your business or 
building your personal brand. 

And if you do include a lot of social media icons, at least try to cut back on the other 
content if possible so your design isn't too busy. Check out this example from Freelance 
Graphic Designer Karen Mareš: 

 

Image Credit: Canva 

https://dribbble.com/karenmares?__hstc=20629287.d1f46cdd26a82cd044b19a102775c64a.1407008020232.1472922337427.1472951163247.76&__hssc=20629287.15.1472951163247&__hsfp=2722755842
https://designschool.canva.com/blog/best-email-signature-design/


5) Make links trackable. 

So you put a few links in your email signature, including your CTA and your social media 
icons. But is anyone actually clicking on them? 

To figure out whether the links in your signature are actually attracting clicks and making 
an impact, you'll want to make those links trackable -- just like you would any other link in 
your emails. Follow these instructions to easily make your links trackable. You might 
switch up the format of your signature or the wording of your calls-to-action from time to 
time to see what drives the most clicks. 

6) Use space dividers. 

Although you never want to jam-pack your email signature for too much information, there 
are ways to fit a lot of text into a compact area like this one without compromising design. 

This is helpful for breaking up different types of information, like your name and contact 
information, your logo, any calls-to-action you have, or even a disclaimer. 

Using space dividers within your design, as in the example below, is one great way to do 
this. You can also use glyph dividers, which is the vertical bar symbol (i.e., |.) 

 

Image Credit: Canva 

7) Let people book your calendar right from your email.  

If you find yourself emailing back and forth with colleagues and clients who want to book 
meetings with you, make it easy for them by including a link to book your calendar right in 
your email signature. Here's an example from our own Bryan Lowry: 

https://designschool.canva.com/blog/best-email-signature-design/


 

There are many tools out there that'll help people book appointments. Bryan from the 
example above uses HubSpot's shareable personalized booking link. If you're a HubSpot 
Sales customer, you can share your personalized meeting link with anyone who you want 
to book a meeting with and let them choose from your available times. If you want, you 
can make it so the HubSpot CRM automatically creates a new contact record for anyone 
who books a meeting if one doesn't already exist. 

If you aren't a HubSpot customer, one great meeting tool is Calendly, which is free for 
Basic and lets you integrate your Google or Office 365 calendar. YouCanBook.me is 
another booking tool that goes for $7 per calendar per month. 

8) Include an international prefix in your contact number. 

If you work with people around the world, don’t forget the prefix for your country’s code 
when you list your contact phone number. Many people overlook this if they aren't used to 
dialing international prefixes themselves, but it's really helpful for your international 
colleagues and clients to have it right on there.  

 Here's an example from Kit Smith of Brandwatch, a company that has offices in both the 
United States and Europe and works with international clients. Having the U.S.'s country 
code on their helps make it easier for folks in other countries to reach him by phone. 

 

 

https://calendly.com/
https://www.brandwatch.com/?utm_expid=69193390-18.TtOn-hz3Ts6iAcYoqEJ9Ew.0


9) Make your design mobile-friendly. 

In Litmus' analysis of over a billion email opens, they reported that 56% of opened emails 
were opened on mobile devices in April 2016. This figure represents an 8% increase in 
mobile opens in the past year. The more people who read email on mobile devices, the 
more you'll want to keep mobile users top-of-mind when you're writing emails -- including 
your email signature. 

One major way to make your email signature mobile-friendly is to make your signature's 
design easy to read and clickable for mobile users. This is where scale becomes really 
important. Make sure your text is large enough to read on small mobile screens, and that 
your links and buttons are large enough -- and spaced out enough -- for folks to tap on 
with their fingers. 

Check out the example below, and note how much space there is between different 
clickable elements like the social media icons. These are great for tapping with your finger 
on a mobile screen so that users don't accidentally tap on the Facebook icon when they 
meant to go to Twitter. 

 

Image Credit: Canva 

Finally, as with any part of an email, make sure your signature looks as good as you think 
it does by testing it with various email clients. Microsoft Outlook doesn't recognize 

https://designschool.canva.com/blog/best-email-signature-design/


background images, for example, so avoid using those. Other email clients don't load 
images by default at all.  

 


