The Beginner’s Guide to
Email List Management




Hello! My name is Manny Ju. I’m the Founder and CEO of Sell With Email.

. | created this guide for people just like you: busy
} _+ professionals who want to start a side hustle that doesn’t
- take over their entire life. | know how overwhelming it can
feel to scroll through endless lists of “top side hustles”
" that demand too much money, too much time, or too
| much risk.

That’s why | want to introduce you to something different: email list
management.

It’s a skill that’s often overlooked, yet it quietly drives sales and builds lasting
customer relationships for businesses of every size. And the best part? It’s
affordable to learn, flexible to manage, and in demand everywhere.

In this guide, you’ll learn:
« What email list management really is (and why it matters).
o The core principles that make it work.
o The tools you need -- and the ones you don’t.
o How to build your first simple workflow.
o Ways to position yourself as a service provider and grow your income.

My goalis to show you that starting a profitable side hustle doesn’t require
massive risk or endless hours. With the right approach, you can build
something sustainable alongside your full-time job. It’s something that has
the potential to grow into much more.

So, grab a pen, take some notes, and let’s get started. By the end of this guide,
you’ll see howthis low-investment, high-value skill could be the smartest side
hustle you’ve never heard of.
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Chapter 1
What Is Email List Management?

If you’ve ever signed up for a company’s newsletter, downloaded a free guide,
or received a discount code in your inbox, you’ve experienced the power of
email marketing. But behind those simple messages is a process most people
don’t think about: email list management.

So, what is it?

At its core, email list management is the practice of organizing and caring
for a business’s email subscribers. It’s about making sure the right people
get the right messages at the right time.

Think of it like gardening. You don’t just plant seeds and walk away. You water,
prune, and check for weeds. With email lists, you:

« Grow the list by adding new subscribers who are genuinely interested.

« Clean the list by removing fake or inactive emails.

« Segment the list by grouping people based on their interests or actions.

o Nurture the list by sending useful, engaging content that builds trust.
Why does this matter?

Because for businesses, their email list is one of the most valuable assets
they own. Social media platforms can change their rules overnight, but an
email list is direct access to people who chose to hear from them.

Here’s the overlooked truth: many small business owners don’t have the time
or skill to manage this process well. They know email is important, but they
get lost in the details — or worse, they ignore their list altogether. That’s where
you come in.

By learning how to manage email lists, you provide real value. You’re not just
sending emails. You’re helping businesses:
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« Keep their customers engaged
o Build stronger relationships
o Increase sales in a trackable way

And the best part? You don’t need a marketing degree or thousands of dollars
to get started. With some basic training and simple tools, you can start
building this skill today — and even turn it into a side hustle that fits into your
evenings or weekends.

In the next chapter, we’ll look at the core principles of email list management
S0 you can understand exactly what makes it work — and how you can use it
to help businesses grow.
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Chapter 2
The Core Principles of Email List Management

Now that you know what email list management is, let’s break it down into the
four core principles. These are the building blocks that keep an email list
healthy and effective.

Think of these principles as the “rules of the road” for list managers. Get these
right, and you’ll set yourself (and your clients) up for long-term success.

1. List Building (Grow the Right Way)

The first step is growing a list of people who actually want to hear from a
business. This means collecting emails ethically, through things like:

o Opt-in forms on websites
« Freeresources (like guides or checklists)
o Discount codes or exclusive offers

« Webinars or events

© What not to do: buying email lists. It might seem like a shortcut, but it
often leads to spam complaints, poor engagement, and a damaged sender
reputation. And outside of the United States, it’s against the law to send
emails to lists you buy off the internet.

Instead, the goal is to attract people who are genuinely interested — even if
the list grows slowly at first.

2. List Hygiene (Keep It Clean)

Just like brushing your teeth, email lists need regular cleaning. Over time,
some subscribers stop opening emails, change their addresses, or lose
interest.
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Good list hygiene means:
« Removing inactive subscribers
o Double-checking for fake or misspelled addresses

o Sendingre-engagement emails to “wake up” inactive readers before
removing them

Why it matters: a clean list means better open rates, fewer bounces, and
stronger deliverability. Businesses save money by emailing only people who
care.

3. Segmentation (Speak to the Right People)

Not all subscribers are the same. Some might be new leads, while others are
loyal customers. Segmentation is the practice of splitting a big list into smaller
groups based on things like:

« Demographics (age, location, interests)

o Purchase history

« Engagement level (active vs. inactive)
For example:

« A clothing store might send different emails to men and women and
recommend products based on their prior purchases.

« A software company might send one message to trial users and another
to paying customers.

Segmentation makes emails more personal — and when emails feel relevant,
people are far more likely to read and click.

4. Automation (Work Smarter, Not Harder)

Automation is like setting up your electric train tracks on Christmas morning.
You arrange the sequence once, and the rest happens automatically.
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With email tools, you can create workflows such as:

« Welcome series: Emails sent automatically when someone joins the
list

« Abandoned cart reminders: For e-commerce businesses when
someone leaves items in their cart

« Birthday or anniversary emails: Adding a personal touch that keeps
customers engaged

Automation saves time for business owners and ensures subscribers always
hear from the brand at the right moment.

Putting It All Together

When you combine these four principles — building ethically, keeping lists
clean, segmenting wisely, and automating smartly — you create a system that
businesses can rely on to grow relationships and drive sales.

This is the core of what makes email list management such a valuable skill.
And the beauty? Each principle is simple to learn and apply. You don’t need to
be atech wizard; you just need to know the process.

In the next chapter, we’ll cover the tools you need (and don’t need) so you
can start practicing without wasting money.

. @
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Chapter 3: The Tools You Need (and Don’t Need)

One of the biggest myths about starting a side hustle is that you need
expensive tools and complicated software. The truth? You only need a few
simple tools to get started with email list management.

In fact, part of your job as a list manager is helping businesses avoid paying for
things they don’t need.

The Essentials (Start Here)
1. An Email Service Provider (ESP)

This is your main tool. An ESP lets you collect emails, send campaigns, and
manage subscribers. The good news? Most of them are beginner-friendly and
offer free plans.

Popular options include:
« Klaviyo (great for beginners, free up to 500 emails per month)
o MailChimp (easy-to-use, simple automation features)
« MailerLite (another easy-to-use, affordable for small businesses)
« Beehiiv (popular with newsletter creators, great analytics)
Start with just one. You don’t need to master them all.
2. A Sign-Up Form or Landing Page

Most ESPs let you build simple sign-up forms or landing pages. This is how
people join the email list.

Tip: Encourage businesses to offer something in return for a sign-up — like a
discount code, free guide, or exclusive content.
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https://www.klaviyo.com/partner/signup?utm_source=0013o00002ekq5QAAQ&utm_medium=partner
https://mailchimp.com/landers/email-marketing-platform/
https://www.mailerlite.com/signup
https://www.beehiiv.com/pricing

3. Basic Analytics
You’ll want to track:
o« Openrates
o Click-through rates
o Bounce rates
o Unsubscribes

All ESPs include these metrics. Learning to read them will help you improve
performance and prove your value to clients.

Nice-to-Haves (Later, Not Now)

As you grow, you might experiment with:

« CRMtools (like HubSpot or GoHighLevel) for advanced client
management

« Design tools (like Canva) to make emails visually appealing

« Integration tools (like Zapier) to connect email platforms with other
apps

But these aren’t essential for starting out.

What You Don’t Need (Ignore for Now)

When you’re just beginning, it’s easy to get distracted by “shiny cat-toy” tools
and all-in-one platforms. Many are expensive and unnecessary.

You don’t need:
« High-end CRMs with hundreds of features you won’t use yet
» Paid analytics software (your ESP covers basics)

o Custom-coded landing pages or websites
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Your goal is to start simple, stay lean, and learn the basics. Once you’re
comfortable and managing multiple clients, you can decide if — and which --
advanced tools make sense.

Key Takeaways

To get started, you really only need:

1. An ESP (like Klaviyo, MailChimp, MailerLite, or Beehiiv)

2. Asign-up form or landing page
3. Basic analytics (already included in your ESP)
That’s it. No expensive tech stack. No complicated setup.

In the next chapter, we’ll walk through building your first workflow — a simple
welcome sequence that introduces new subscribers to a brand.
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Chapter 4: Building Your First Workflow

So far, you’ve learned what email list management is, the principles that make
it work, and the tools you need. Now let’s put it into action with your first
workflow.

A workflow is simply a set of automated emails that go out when a specific
trigger happens -- like when someone joins a list.

The Welcome Sequence (Your Starter Workflow)

A welcome sequence is the easiest and most valuable automated email
sequence you can set up. It introduces new subscribers to a brand, builds
trust, and sets expectations.

Here’s a simple 3-email sequence:
Email 1: Welcome & Thank You (Day 1)
o Subject: “You’re in! Welcome to [Brand Name]”

o Purpose: Thank them for signing up and deliver what was promised
(discount, freebie, or guide).

o Tone: Friendly and warm.
Email 2: Share Value (Day 2-3)
« Subject: “Here’s something to help you today”
o Purpose: Give a helpful tip, resource, or quick win related to the brand.
o Tone: Educational and supportive.
Email 3: Introduce the Brand (Day 4-5)
o Subject: “Get to know us better”

o Purpose: Share the story of the business, core values, or customer
success.

« Tone: Relatable and personal.
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Why This Matters

A good welcome sequence:
« Setsthe tone for the entire relationship
o Gets new subscribers engaged right away
» Increases trust, which leads to more opens and clicks later

Action Step

Pick one ESP (like Klaviyo, MailChimp, MailerLite, or Beehiiv) and create your
first 3-email welcome sequence. Don’t worry about perfection. Focus on
clarity, friendliness, and consistency.

In the next chapter, we’ll look at the tools you’ll grow into as you start helping
more clients.
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Chapter 5: Positioning Yourself as a Service Provider

By now, you know the basics of list management. But how do you turn this skill
into a side hustle that pays? The answer lies in positioning — showing
businesses the unique value you bring and why they should trust you to
handle their email lists.

What Businesses Want

Most small business owners want the same three things from their marketing:

1. Better engagement with their audience — They want customers to feel
connected and cared for, not just sold to.

2. More sales without wasting money — Every dollar matters, and they
want to see results that can be tracked.

3. Someone reliable to handle the details — They don’t have time to learn
email tools, but they want the peace of mind that it’s being managed

properly.

When you step in as an email list manager, you deliver all three. You give them
a direct channel to their audience, a clear way to measure ROI, and the relief
of knowing it’s being done consistently.

Packaging Your Services

One of the easiest ways to make your offer clear is by creating simple service
packages. This helps business owners immediately understand what they’re
getting.

Here’s an example of how you might structure them:

» Starter Package: List setup + 1 welcome sequence. Perfect for
businesses that are just starting their email journey.

« Growth Package: List setup + welcome sequence + 2 monthly
campaigns. Great for those ready to send consistent updates.
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« Premium Package: Ongoing list management, segmentation,
automation, and performance reports. ldeal for businesses ready to
scale.

Pricing can start around $200-$500 per month for smaller clients. Over time,
as you build experience and confidence, you can increase your rates to reflect
the results you deliver.

Quick Wins That Impress Clients

Sometimes the simplest actions create the biggest impact. Here are three
examples you can offer right away:

« Clean their list by removing inactive subscribers. Engagement rates
improve almost instantly.

« Write a new welcome sequence that makes a strong first impression
on every new subscriber.

« Refresh their sign-up form with clear copy and consistent branding.

These tasks may seem small, but for a busy business owner, they feel like a
transformation. And once they see results, they’ll be more likely to keep you
on retainer.

The Next Step

Positioning yourself as a professional doesn’t mean being perfect from day
one. It means clearly communicating the value you bring, delivering on your
promises, and showing how email list management directly supports a
business’s growth.

With the right positioning, your side hustle becomes more than just a service.
It becomes a partnership that businesses don’t want to give up.

. @
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Chapter 6: Scaling Your Side Hustle

When you first begin as an email list manager, you may only work with one
client. That’s a smart way to start — it gives you a chance to learn, practice,
and gain confidence without feeling overwhelmed.

But as your skills grow, you’ll want to take on more work and increase your
income. This is where scaling comes in. Scaling doesn’t mean working
nonstop. It means finding smarter ways to deliver results, so you can grow
your side hustle while still protecting your time and energy.

1. Manage Your Time with Intention

Time is your most limited resource, especially if you’re balancing a full-time
job. Set aside specific blocks of time for client work — maybe evenings,
weekends, or early mornings. Stick to those blocks. Clear boundaries prevent
burnout and make sure clients respect your availability. Even two hours of
focused work can produce big results when you’re consistent.

2. Standardize Your Processes

One of the best ways to scale is to stop starting from scratch every time. Build
templates for the emails and reports you create most often:

«  Welcome sequences
« Monthly newsletters
o Weekly/monthly email campaign summary report for your client

With templates, you can plug in a client’s brand voice and details quickly. This
saves hours and allows you to manage more clients without increasing your
workload.

3. Focus on Retainer Clients

One-off projects can be exciting, but they require constant new client
outreach. Retainers, on the other hand, provide steady monthly income and
reduce stress. Many small businesses need ongoing support with their lists,
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which makes them perfect candidates for retainer packages. A single client at
$300/month may not feel huge, but five of those clients means $1,500 each
month — all while still working your day job.

4. Keep Growing Your Skillset

The more value you bring, the more you can charge. Once you’re comfortable
with the basics, expand into advanced areas like segmentation, A/B testing,
and automation funnels. These skills help clients earn more revenue from
their lists, which makes your services even more valuable.

Putting It All Together

Scaling is about systems, not hustle. By managing your time wisely, creating
repeatable processes, focusing on retainers, and adding higher-value skills,
you can grow steadily without exhausting yourself. Done right, your side hustle
becomes a dependable source of income that can expand alongside your
career — or even replace it if you choose.
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Chapter 7: Conclusion - The Skill That Opens Doors

You started this guide curious about email list management. Now you know:
« It’s the skill that quietly drives online businesses.
« Itdoesn’t take big money to start.
« It fits alongside a full-time job.

This isn’t just another side hustle idea — it’s a way to build a flexible, reliable
income stream while helping businesses grow.

And best of all? You don’t need years of experience. You just need the
willingness to start small, stay consistent, and grow over time.

But don’t stop here. The next step is where you’ll get hands-on practice.

Here’s the truth: learning a skill is good. Applying it is better.

That’s why your next step is to join the Sell With Email 3-Day Challenge.
For just $11, you’ll learn how to:

o Understand who your audience is by how much they trust you

« Write and send emails that actually get opened

« Transform your basic skills into a growing side hustle

Think about it: $11 is less than the cost of a fast-food meal. A burger, fries,
and soda costs you $15 and might last 20 minutes. Then it’s gone.

But investing that same $11 in yourself? That’s knowledge and skills you’ll
carry for years. It’s the start of a side hustle that could pay you hundreds --
even thousands -- a month.

So how about this: Skip buying tomorrow’s lunch that’s forgotten in an hour,
and use (less than) that amount to build a skill that can change your future.

(7 Enrollin the Sell With Email 3-Day Challenge today for only $11.
Your future self will thank you.
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Ways to Stay In Touch with Me

Subscribe to my weekly blog

https://www.sellwithemail.online

Subscribe to my YouTube channel

https://www.youtube.com/@sellwithemail

Follow me on Instagram

@therealmannyju

Follow me on TikTok

@sell.with.email
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