Jemma Whelan

Principal Administrative Officer (Admissions) 
Institute of Inner-City Learning: Birmingham campus 
University of Wales Trinity Saint David. 
12th February 2025

Dear Sirs

I am excited to apply for the Admissions officer (Maternity Cover) position at University of Wales Trinity Saint David. (Birmingham Campus). With over five years of experience in customer service, administration, and hospitality, I am confident in my ability to provide exceptional service in student recruitment and admissions. 
As you can see from my attached CV, my background in fast-paced, customer-facing roles has helped my ability to manage multiple responsibilities, ensuring smooth operations and compliance with institutional and regulatory policies. 
In my previous roles as a Customer Service Advisor and Bar Supervisor, I developed strong communication and organisational skills, efficiently handling queries, managing processes, and delivering high-quality service. Additionally, my role as a Student Class Representative has equipped me with leadership and teamwork skills essential for coordinating with colleagues across different campuses and external agencies.
I am eager to bring my customer-focused approach and administrative expertise to University of Wales Trinity Saint David to support prospective students and enhance the admissions experience. Thank you for considering my application, and I look forward to hearing from you.

Yours faithfully, 
Jemma Whelan
	 
