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	Objective
	
	I am a well-organized reliable office administrator/ Customer Service Combined with 2 years' experience delivering high-quality Customer Care and supporting daily operations inside the office. I'm skilled also in scheduling meetings efficiently.  
 

	Skills & abilities
	
	Using Microsoft word, Excel, database updates, basic CRM, PowerPoint and Outlook. I have gone skills in Customer Service & Client Liaison-Face to
-Face emails and phone calls in a professional manner. I have very good communication & problem solving, and listening skills, which helps me to be able to clarify needs and resolve complaints which have been raised.  

	Experience
	
	
Birmingham Job Centre Administrator| November 2023- December 2025
Answering customer calls daily, replying to emails, providing clear information and resolving customer enquiries, and log details on the company's CRM system. 
Support my team members with administrative tasks including updating
 spreadsheets, drafting letters, and processing customer forms.
Adantum Corporation
Office Administrator| December 2021 – October 2023
Worked alongside my team, forwarding documentation, and updating Customers files.
I can assist in basic office duties like scanning, filing, and data input during busy periods of the day, even under pressure.

	Education
	
	University of Wales Trinity 
 CertHE Business Studies Level 4 Present
I know how to create a Pestel analysis, swot analysis, digital skills, Academic Writing, and Problem Solving. 


	Communication
	
	Excellent communication skills enable me to Collaborate with my customers, and cross-functional teams to deliver high-quality results.

	Leadership
	
	Admin tasks coordinating, supporting staff to keep workflow going, setting priorities. I can organize handovers, help staff stay on track and share best practice

	References
	
	Daniel Jones
Office Manager |  JobCentre.Co | 07405450354




Reace Louis Antonio Reid
07466084677
ReaceReid@gmail.com
25/06/1991

Jack Frost
AWD Online
AWD Recruitment Limited
20-22 Wenlock Road 
London
N1 7GU

Dear Hiring Manager,

I am writing this cover letter to apply for the Office Administrator/ Customer Service Advisor Job vacancy advertised on totaljobs.com. Having gained some experience in both office administration/ Customer support, I am confident I can deliver a friendly professional service to your team, reliability and organization as I am a team-orientated person who can work well in both independently and alongside colleagues to keep all office processes running smoothly.

I enjoy helping and listening to people to find practical solutions to their needs. I work calmly under pressure in a busy office environment. I'm very good with computers and using all office systems. I'm comfortable and confident in using the phone, while always speaking in a friendly approach. I can lose concentration when not busy doing something, but I tend to keep myself busy to stop this from happening whilst at work. I'm very keen on developing my skills further and contributing to running your business in an efficient manner.

I have put above my CV for you to review and i would also like to welcome the opportunity to discuss my application further at my interview. Thank you for considering my application today. I am looking forward to meeting you.

Yours faithfully,

R.Reid
Reace Louis Antonio Reid 
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Office Administrator / Customer Service Advisor

Join a friendly small-office team in a varied part-time role supporting customers, engineers and day-to-
day administration. This opportunity suits an organised, reliable communicator who can work
independently, manage changing priorities and stay calm when busy.

If you've also worked in the following roles, we'd also like to hear from you: Administration Assistant,
Business Support Administrator, Admin Assistant, Team Administrator, Customer Service Administrator,
Customer Service Assistant, Customer Support Advisor, Reception Administrator, Office Coordinator

SALARY: £13 per Hour
LOCATION: Sutton Coldfield, West Midlands

JOB TYPE: Part-Time, Permanent

WORKING HOURS: Monday, Tuesday and Friday, 9.00am — 5.30pm. Additional hours will occasionally be
required for holiday cover
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ESSENTIAL
« Organised, reliable and able to manage their own workload independently I

Confident and professional on the telephone, with a friendly and approachable manner

Able to use initiative, manage several tasks and respond to changing priorities

Calm and professional in a busy office environment

Good communication skills and excellent attention to detail

Confident using a computer and everyday office systems

Comfortable working as part of a small team
DESIRABLE

« Previous experience in office administration, customer service, scheduling, job management or a
trade or construction-related environment v





