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1. Job Description (Provided by Partner)
Job Title: Customer Service Advisor
Company: ConnectPlus Services Ltd
Location: Cardiff, Wales
Contract Type: Full-time, Permanent
Salary: £23,500 to £25,500 per annum

About the Company:
ConnectPlus Services Ltd is an all-encompassing company that provides services for all industries; retail, commercial, governmental, etc. Are you looking to create a brand that stands apart from the competition? At ConnectPlus Services we can deliver exactly what you need. We believe in professional service delivery through teamwork among employees, and open communication with our clients. We strive to give every customer an enjoyable experience while also developing our staff.

Key Responsibilities:
- Answering incoming calls, emails or other inquiries from customers.
- Addressing and resolving customer issues while providing accurate information.
- Maintaining customer databases, and making any updates in the internal systems as necessary.
- Working with staff to ensure quality service standards.
- Assisting with day-to-day administrative tasks and customer service activities.

Essential Skills and Requirements:
Excellent communication, both orally and legibly Able to work as part of a team and develop good relationships with team members Can handle stressful situations and maintain a positive attitude Good organisational and time management ability Confident with the use of email and the Microsoft Office suite (including Word) Willing to learn and grow, as well as having an optimistic outlook on life.

Desirable Skills:
Experience in customer support prior to this job; experience with communicating with customers on the phone and directly.Dependable for attending all scheduled shifts as promised; punctual to arrival to work.Fulfilling desire for career development within the customer support field.

2. AI Acknowledgement:
I am aware of the use of ChatGPT to aid the preparation and organisation of my Practical Task in Professional Development dated (insert date you used Chat-GPT). I used the following prompts: "Help me develop a practical task for my Professional Career Development assignment", "Write a professional cover letter and CV based on my reflective essay", and "Make a practical task by using my assignment along with the demo file". I have edited and reviewed the work to ensure that it represents my own skills, experiences and understanding. I also acknowledge that I will not submit AI-created content unless it was checked and adjusted for accuracy.

3. Cover Letter:
Syed Choudhury
44 Tudor Street,Cardiff,Wales.
2325120@students.uwtst.ac.uk
07798912164
Hiring Manager
ConnectPlus Services Ltd.

Dear Hiring Manager,
I'm applying for the Customer Service Advisor role available at ConnectPlus Services Ltd. I want this position because my education, workplace experience and customer service experience have helped create a strong foundation to be successful in this role. Additionally, I am very excited about working in an environment that values communication, teamwork and reliability.

My previous customer service experiences have allowed me to develop exceptional communication and interpersonal skills by working with many different types of customers and learning how to respond to them in a courteous manner, actively listen and resolve customer issues calmly and professionally. The combination of these experiences has increased my self-confidence working with others and helped me perform successfully under pressure and manage stress.
Furthermore, I've gained valuable skills through formal schooling including time management, organisational skills and self-discipline, as well as being committed to my responsibilities as an employee who is dependable, meets obligations and has a positive attitude toward all forms of work. I can work independently or in teams, andI am eager to continue developing my job skills related (or unrelated) to customers. I think my strong work ethic, motivation to learn new things about providing excellent service makes me a good/ideal candidate for your company. I would love to talk more about this at an interview.
Yours sincerely,
Syed Choudhury.



4. CV:
Syed Choudhury
Cardiff,Wales.
2325120@students.uwtst.ac.uk
07798912164
Personal Statement:
An enthusiastic worker looking for career growth through Customer Service. Strong customer service skills including ability to establish rapport and maintain relationships and to solve complex problems with other departments within the Organisation. Current interest is establishing long term customer service opportunities/ professional development at an established organisation where I can share my talents and positively contribute.
Key Skills:
· Verbal and written communication
· Customer service
· Teamwork and collaboration
· Time management
· Organisation and reliability
· Adaptability
· Professional attitude
· Microsoft Word and email
· Problem solving
· Willingness to learn

Education:
University of Wales Trinity Saint David
Bussiness Management System.

I took modules that were relevant to my career development. The module in Professional Career Development had me looking into my strengths, weaknesses, and future career. I learned a lot about myself by engaging in reflection activities as well as employability activities.
Customer Service Assistant
Provided support to customers in a polite and professional manner.
Answered questions and helped resolve customer concerns.
Worked effectively as part of a team in a busy environment.
Demonstrated reliability through punctuality and consistent attendance.
Developed communication and problem-solving skills through daily customer interaction.

Additional Information:
Strong interest in building a long-term professional career.
Committed to continuous self-improvement and learning.
Willing to attend training and develop new workplace skills.

5. Why this matches your assignment:
The evidence supporting this version mirrors all the same types of evidence that you have included in your reflective essay, including (but not limited to) examples from your customer service background; examples of how you have developed your communication and teamwork skills; concerns that you have regarding building a career with confidence; and goals that you have for building a more intentional path in your career. Additionally, both the demo practical task outline and this version use the same format and tone, as well as the same type of job description followed by an AI acknowledgement, cover letter, and CV.
