Jemma Whelan

Jemma Whelan

Birmingham, West Midlands 

07873160660 | jemmawhelan@hotmail.com 

PROFILE

Friendly and customer focused customer service advisor with 5+ years of retail and admin experience.

Enjoy a challenging role with the ability to learn new skills quickly and adapts well to new systems and changes.
EDUCATION & QUALIFICATIONS
University of Wales Trinity Saint David - Certificate of Higher Education Level 4 Business Skills for the workplace
2025

WORK EXPERIENCE
Customer Service/Supervisor | Summer House Bar and Grill - Birmingham
Mar 2021 to Nov 2024
Pub and Indian fine dining

· Be the friendly face of the company using my customer service skills to welcome guests into our restaurant and enjoy their experience

· As part of Front of House using my passion for outstanding customer service to its full potential both in the front pub style bar and inside the contemporary restaurant.

· Providing a quick, friendly, and professional service always.

· Working comfortably in a fast-paced environment Have a strong #OneTeam (one of core values!) work ethic and drive to help others.

· Ensure orders are taken promptly and queries dealt with.

· Share your knowledge and recommendations of the menu to our guests.
Customer Service Advisor | The Sigma Financial Group - Birmingham
Mar 2020 to Feb 2021
Financial Services

· Customer Collections Advisor Responsibilities:

· Making and receiving calls to customers, that are in late-stage arrears with their payments and are now

entering debt management on behalf of our clients.

· Discussing options around payment plans educating and supporting customers on their payment options

to find the perfect solution for them.

· Some customers may find their financial situation unsettling so to offer support and advice to help any

situation.
Bar Supervisor | Riley’s Sports Bar - Solihull
Nov 2016 to Apr 2019
Sports Bar and Snooker Hall
· Maintained and kept pub cleanliness to a high standard

· Maintained bar stock and stock flow

· Ensured that service was smooth and efficient with minimum waste behind the bar

· Delivering outstanding food and beverage service to customers

· Taking orders from guests and offering advice on the menu

· Accepted payments and manning the cash register

· Using my people skills when in contact with customers, working alongside other employees to create

a great environment for customers, to ensure all their needs are met

· Opening and closing procedures including cashing tills and safe checks
Hospitality & customer care | Navy, Army, Air Force Institute (NAAFI)
Jul 2014 to Sep 2016
Based In Gutersloh, Germany. Princess Royal Barracks, Retail and Catering role on behalf of NAAFI in the Sargent’s / Officers Messes

· Various customer-based roles in outlets including the Restaurant & Bar, Primary School and Messes
· Hospitality, catering & Retail Role Supporting the M.O.D on an Exercise

· Opening and closing establishment

· Cashing handling
· Check float for following days service
· Stock Control

· Bar work

· Hospitality & customer care

· Cleaning down after each service and preparing for next service

· Serving customers on the till

· Preparing hotplate and serving children at the Primary School

· Assisting close of establishments and part of the camp

· Also due to close in and around Germany assisted M.O.D in preparation to close down the base

SKILLS & INTERESTS
· Student Class Representative

· Socialising with friends and family and enjoy readying. Also enjoy learning new skills
· Good communication skills

· Customer focused 

· Well-organised and efficient

· Level 2 Food & Hygiene 

· Highly efficient and organised 

· The ability to organise and motivate both self and others 

· Upholding strictly confidential information 

· Enjoy a challenging and demanding role with the ability to learn new skills quickly

· Adapts well to new systems and changes 
REFERENCES UPON REQUEST
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