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Profile


Hardworking customer service advisor with a track record in exceeding customer expectations. I have received training in project line management and have demonstrated multitasking abilities within the business admin sector.
I have a strong work ethic combined with a solution focused attitude. I enjoy working towards targets and believe that I would make a valuable asset to any team.



Skills



· Professional attitude
· Good communication skills
· KPI and target oriented
· Computer skills (Word, PowerPoint, Excel)
· Passionate and driven
· Willingness to learn
· Ability to remain calm even under pressure
· Administrative Skills (sending reports booking vehicles)
· Telephone skills 



Work Experience




Chaiiwala - customer service
Presently working
· Managed all customer inquiries and complaints, ensuring prompt and effective resolution to maintain high customer satisfaction.
· Oversaw daily operations to ensure a smooth and efficient work environment.
· Handled supplier communications, including placing and managing orders.
· Coordinated billing and payments for suppliers and managed utility expenses.
	
	
	




	
	
	



Hozelock Warehouse, quality checker 2021

In this role, my responsibilities included inspecting incoming and outgoing parcels to ensure accuracy and adherence to quality standards. I verified contents, labels, and documentation, contributing to the smooth and efficient operations of the warehouse.

Through attention to detail and organisational skills, I upheld the company's commitment to delivering exceptional service to customers. My role demanded a high level of accuracy and efficiency, which I consistently maintained to support the overall success of the warehouse operations.


Roosters Takeaway Restaurant customer service 2017 - 2018
Ensuring that the satisfaction of customers were met. Ensuring that stock was up to date and the customer enquiries were dealt with promptly. Making sure that any issues or problems that happened within the business were dealt with in a professional manner.Keeping customers happy was a key and ensuring that products and services that we provided were met to customer satisfaction.
Shifa Pharmacy/Opticians Customer service 2015-2015
Working in a busy Pharmacy, I was responsible for processing customer prescriptions, updating customer records and preparing orders for customers. Good admin skills and a strong attention to detail were essential within this role
Sales experience
I’ve had experience in working in fundraising events as well as doing door to door and streets I’ve had face to face communication with a lot of friendly people

	Qualifications	


Level 4 business and management, University of Wales trinity of saint David,  Birmingham, January 2026 

Level 2 diploma: business administration, South and city college, Birmingham, June 2019 


	
	
	




	
	
	




To hiring manager  
Universal services trading ltd

Birmingham ,07/10/2026

Application for business administration 

Dear hiring manager 

I am writing to express my keen interest in business administration role advertised on simply hired, With my background in administration, combined with a strong dedication to providing exceptional customer service, I am confident in my ability to contribute effectively to your team and help maintain your esteemed position.

While my experience may not directly align with the vehicle hiring industry, I believe my skills and adaptability make me a suitable candidate for this position. I am highly trainable and eager to learn, and I am confident that I can quickly grasp the necessary knowledge to excel in this role.

In my previous role as a customer service in multiple companies as an administrator, I developed a keen eye for detail and a commitment to accuracy that I believe will serve me well in assessing customers' needs and providing appropriate solutions. Additionally, my experience in a fast-paced administrative  environment has honed my ability to multitask effectively, ensuring that I can handle the diverse range of tasks outlined in the job description.

I am particularly drawn to the customer-centric nature of this role and the opportunity to engage with customers, understand their requirements, and offer tailored solutions to meet their needs. My previous administrative experience has equipped me with excellent communication skills and a customer-focused mindset, enabling me to build rapport with customers and always deliver outstanding service.

I am impressed by your company's reputation for outstanding customer care, and I am eager to contribute to maintaining this reputation by providing first-class service to every customer I encounter. I am confident that my interpersonal skills, professionalism, and ability to work under my initiative make me a strong fit for your team.

Thank you for considering my application. I am looking forward for an interview 


Yours faithfully


Adam Wahid
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Key responsibilities include:

« Answering incoming telephone calls and dealing with customer enquiries
« Welcoming customers visiting the premises

« Explaining the vehicle hire and vehicle repair process

« Taking and managing bookings

« Processing customer payments

« Preparing hire documentation and other paperwork

« Creating and issuing invoices

« Supporting basic payroll and general office administration

+ Maintaining accurate customer and business records

« Preparing daily spreadsheets for courier and transport contracts
« Responding to live ETA and delivery queries from clients

« Liaising internally to obtain delivery updates

+ Making outbound calls to potential customers and businesses

« Supporting other administrative tasks as required

You do not need advanced Microsoft Office knowledge, but you should have basic
computer skills and be comfortable using Microsoft Excel or similar spreadsheets, email
and standard office systems.

Full training will be provided, and the role and individual processes will be explained in
greater detail during the interview and training period.

We are looking for someone who is professional, friendly, confident on the telephone,
organised and willing to lear. Previous customer service or administrative experience
would be useful, but attitude, reliability and communication skills are equally important.

Pay: £13.00 per hour

Work Location: In person
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Full job description

Renterprice Limited is a growing vehicle hire, vehicle repair and transport services business
based in Birmingham. We are looking for a friendly, organised and reliable Customer
Service & Office Administrator to become the first point of contact for our customers and
support the day-to-day running of the office.

This is a varied role suited to someone who is confident speaking to customers,
comfortable carrying out basic administration and willing to learn different areas of the
business.

You will be the face of the business for customers contacting us by telephone or vi
our premises. You will explain our vehicle hire and repair processes, answer enquiries, take
bookings and payments, prepare the relevant paperwork and make sure customers receive
a professional service from initial enquiry through to completion.

Alongside customer service, you will support the general administration of the business.
This will include preparing invoices, maintaining records, assisting with payroll-related
administration and keeping office documentation organised.

We also operate courier and transport contracts. As part of the role, you will prepare and
update daily spreadsheets showing current jobs and deliveries, respond to live customer
queries regarding delivery ETAs and liaise with the relevant drivers or team members to
obtain updates.

During quieter periods, you will also support the growth of the business by making
outbound calls to potential customers and businesses to introduce our vehicle hire, repair
and other services.

Key responsibilities include:

« Answering incoming telephone calls and dealing with customer enquiries
« Welcoming customers visiting the premises

« Explaining the vehicle hire and vehicle repair process

« Taking and managing bookings

« Processing customer payments

« Preparing hire documentation and other paperwork
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