Cover Letter



36 Cyril Road 
Small Heath 
Birmingham 
West Midlands 
B10 0TG 


October 2020 








Dear Sir/Madam

I am emailing you in regard to the current position I have seen advertised on your website. I am an HND student at University of Wales Trinity Saint David, studying skills for the workplace. I am currently seeking a challenging employment opportunity within a dynamic company which will offer early responsibilities and will also contribute in developing upon my skills. 

As my resume indicates, I have the ability to meet and succeed in sales and quotas due to my past employment experience. I have got strong interpersonal, organisational, and communication skills. I am also goal-driven, with the ability to multi-task and be a part of a team. I have an outgoing personality and a flair for communication. I am able to confidently deal with problems that may arise and use my initiative to overcome challenging situations. I have over 5 years of employment experience, working within different companies within the retail industry. This type of job role usually consisted of demonstrating excellent customer service skills, to meet personal and companies’ various targets, build a rapport with customers, and assisting customers with any queries. I believe these abilities and skills are transferable and are also an excellent match towards the unique demands of this opportunity. 

I am currently working as an administrative officer at the Ministry of Justice. My daily duties consist of processing casework; including standard documentation and information, court orders, claims, fines, fees and legal aid. My day to day tasks consists of; resulting courts accurately and interpreting the information required on a court file. To work towards workload targets in terms of throughput and accuracy. In order to review working practices and to also initiate ideas in order to help improve the way things are done. I also learn new procedures, whilst seeking to exploit new technologies and to also help colleagues do the same. Cooperating with and to be open to the possibilities of change, whilst considering ways to implement and adapt to change in own work role is also essential. Finally, to be constructive in raising issues with managers about implemented changes and the impact these are having on the services we provide, as well as responding effectively to all emergencies.

I am certain that my resume will give you a greater insight on my qualifications for this exciting opportunity. I look forward to hearing from you soon. 




Sincerely, 

Intikhab Nawaz 












Intikhab Nawaz 
36 Cyril Road, Small Heath, Birmingham B10 0TG
Mobile: 07549806659                                                 Email: pz2011@hotmail.co.uk
 
Profile:

I am a passionate, confident and hardworking individual who possesses multi-lingual professional customer service experience within retail sectors, administration, manufacturing logistics and civil service. Possessing plenty of practical experience and up to date knowledge of retail administration and processes, I am able to provide an outstanding service within any environment and deal with a broad range of customer needs from initial enquires, through sales, transactions and complaint handling. I am now looking to work for a retailer who gives exceptional staff unparalleled opportunities to build their careers and capabilities.  


Employment 

COMPANY: Ministry of Justice                      JOB TITLE: Administration Officer           June 2019 (Current) 

DUTIES:
Processing casework     
· Including standard documentation and information, court orders, claims, fines and fees, legal aid
· Resulting courts accurately, interpreting accurately the information required on a court file
· To work to workload targets in terms of throughput and accuracy
· Review working practices and come up with ideas to improve the way things are done.
· Learn new procedures, seek to exploit new technologies and help colleagues do the same.
· Co-operate with and be open to the possibilities of change and consider ways to implement and adapt to change in own work role.
· Be constructive in raising issues with managers about implemented changes and the impact these are having on the service.
· Respond effectively to emergencies.



COMPANY: Vicarage Lodge          JOB TITLE: Security Officer 	                                 March 2019

DUTIES: 

· Dealing with resident safety
· Having excellent communication skills
· Using customer service skills
· Doing site checks
· Communicating with site or event managers
· Always adhering to health & safety
· Applying first aid skills when needed
· Filling out incident and accident reports
· Handling any complaints and taking correct protocols
· Responsible for safety of vulnerable students or students with learning difficulties


COMPANY: Jaguar Land Rover          JOB TITLE: Warehouse Operative 	2015 – 2019                              

DUTIES:
· Main duties include being an emergency driver delivering parts all over the site
· Worked as a part of the launch team, responsible for parts of the new built cars 
· Safely operating MHE & Manual handling
· Check stock levels, communicating with first line manager effectively
· Problem solving 
· Communicating with stock flow office & management
· Good logistics/material supply understanding
· Maintaining 5s 
· Always adhering to health & safety 


COMPANY: 7 Sky Computers (Independent Computer Store)   JOB TITLE: Sales Supervisor  2012- 2015 	                             

DUTIES:
· Working as part of a team and assisting colleagues when needed
· Keeping up to date with promotions and sales in the store
· Provide friendly assistance to customers, face to face and through email & phone
· Greet customers and ascertain what each customer wants or needs, without being overbearing.
· Ensuring Housekeeping standards are complied with
· Taking delivery of stock from suppliers or warehouse and storing appropriately.



COMPANY: Home Image (Interior Design Store)   JOB TITLE: Sales Assistant 	  May- September 2011                           

DUTIES:
· Identifying sales opportunities & trends & highlighting these to owner
· Identifying customers’ needs and providing assistance at all times
· Working as part of a team and assisting & running the business when needed
· Responsible to advise my team mates of vital information on a weekly basis



Education and Training 
· Higher National Diploma Skills for The Workplace (Current) 
· Extended Diploma in Sport Level 3 
· Coaching Football Level 1 
· First Aid Basic 3 
· FA Learning Safeguarding Children Learning Programmes
· BTEC Business Level 2 
· BTEC ICT Level 2 
· 3 GCSE’s Math’s, English and Science  
· SIA Badge 


Other 

Full Driving License 


Senior Customer Service Advisor 
UK Government – Crown Commercial Service 
Birmingham 
£22,231 - £28,393 a year – Temporarily Remote 
Job Duties 
· Manage and motivate a team of advisers in a busy and challenging Customer Service Centre environment.
· Observe calls and offer impactful feedback, coaching and management.
· Manage service delivery through direct / indirect managements of CSC advisors.
· Resolves 2nd line enquiries by phone & email, using product knowledge in a single pillar and working across pillars to share expertise and best practice.
· Develops knowledge bank materials to support the resolution of increasingly complex and higher volumes of enquiries through the Customer Service Centre
· Facilitates engagement with current pillar duty officers to ensure that the existing support and advice offered to the CSC is developed and improved.
· Supports the development of revised processes to ensure effective routing of more complex enquiries within the Customer Service Centre
· Conduct outbound customer contact to support enquires, resolve complex issues & develop opportunities via outbound telephony & email to promote CCS services
· Develop on-going opportunities with existing & prospective customers via inbound telephony when a business opportunity is highlighted.
· Identify & upsell/cross-sell opportunities when identified from customer enquires
· Develop specialist expertise in agreed business areas, such as category areas. Build productive relationships with the staff in these categories to improve the overall service.
· Use internal CRM systems & available resources to record & track progress of business opportunities.
· Attend training to keep up to date with the specifications of new products and service offerings.
· Ensure the quality of data recorded in CRM CSC systems, delivery, quality assurance reviews where and when required. 
Responsibilities
· Experience in managing / mentoring & coaching a team of customer service advisers in a similar contact centre environment across multiple customer contact channels.
· Ability to identify gaps in performance, productivity and quality within the team and to close those gaps through coaching, training and/or performance management.
· Experience of outbound customer contact to identify new business opportunities and using inbound customer contact to identify opportunities for upselling / cross selling to promote services.
· Ability to identify trends and issues, understanding how to create, read and action reports and feedback.
· A strong communicator who can inspire people to reach their potential through holding impactful team meetings, one to ones and other forms of team contact.
· Understands, supports and is able to embrace targets, KPI’s and objectives as a standard operating tool.
· Excellent analytical, verbal and written communication skills.
Behaviours
We'll assess you against these behaviours during the selection process:
· Seeing the Big Picture
· Changing and Improving
· Developing Self and Others
· Delivering at Pace
· Managing a Quality Service
Technical skills - We'll assess you against these technical skills during the selection process:
· Achieving Commercial Outcomes
Benefits
· Learning and development tailored to your role
· An environment with flexible working options
· A culture encouraging inclusion and diversity
· A Civil Service pensions

We also have the tools and tech to enable our people to work flexibly. Our entire team is currently working remotely due to COVID-19, despite this you will still be provided with full support from line management and co-workers alike to enable you to become confident in your new role and feel part of the CCS family.


