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CV
Name: Siddika Sultana
Address: Apartment 22 Riverside House, 206 Aldridge Road Birmingham Perry Barr B422FX
Telephone: 07594224109   
Email: sultanasiddika23@gmail.com
PERSONAL PROFILE
[bookmark: _Int_9VHtAt0A][bookmark: _Int_Bg7ss9bE]I am currently studying an Undergraduate Certificate in Business skills for the workplace at the University of Wales Trinity Saint David. Through both my studies and past employment, I have gained strong communication, customer service, and organisational skills. I have handled phone and email questions from clients, processed orders, and kept friendly client relationships. I am a dependable and hard-working person that takes pleasure in working with others and solving issues. I am now seeking a position as a customer service advisor where I can advance my career and positively impact a business.
EDUCATION
University of Wales Trinity Saint David
Undergraduate Certificate in Business skills for the workplace
2025 – Present
I have gained knowledge of professional practice, client interactions, teamwork, business operations, and communication during my studies. My ability to work independently, meet deadlines, and communicate well both verbally and in writing has improved because of this course of study.
GCSE Qualifications
English Language – Grade 4
Mathematics – Grade 4
EMPLOYMENT HISTORY
Customer Service Assistant – Pharmacy
[ June 2024 – December 2024]
Key Responsibilities:
[bookmark: _Int_0BL9oKAW][bookmark: _Int_BfOIBIom][bookmark: _Int_mqa9qc9K]• Responded to customer enquiries via telephone and email.
• Processed customer orders accurately and efficiently.
• Assisted customers with information regarding products and services.
• Maintained accurate records and customer information.
• Worked professionally to ensure a positive customer experience.
Skills Developed:
• Customer service
• Professional communication
• Attention to detail
• Problem solving
• Time management
Sales Advisor – Windows and Doors Company
[January 2024 – June 2024]
Key Responsibilities:
[bookmark: _Int_E0cXEmbU]• Handled inbound and outbound customer calls.
• Conducted cold-calling activities to promote products and services.
• Built positive relationships with potential customers.
• Identified customer needs and provided suitable product information.
• Recorded customer information accurately.
Skills Developed:
• Sales communication
• Confidence when speaking with customers
• Relationship building
• Negotiation skills
• Teamwork
KEY SKILLS
• Excellent verbal and written communication
• Customer service and customer care
• Telephone and email handling
• Microsoft Office (Word, Excel, Outlook)
• Organisation and time management
• Teamwork and collaboration
• Problem-solving skills
• Ability to work under pressure
• Accuracy and attention to detail
INTERESTS
I enjoy developing my business knowledge through my studies, keeping up with current business trends, and improving my professional skills. I also enjoy cooking and spending time with friends and family, which helps me keep a positive work-life balance.
REFERENCES - Available upon request.

Cover Letter
Siddika Sultana
Apartment 22 Riverside House, 206 Aldridge Road Birmingham Perry Barr B422FX
Sultanasiddika23@gmail.com
07594224109
Date: 20/06/2026
Dear Recruitment Manager,
Application for Customer Service Advisor Position
[bookmark: _Int_gyWlAr07]I am writing to show my interest in the Customer Service Advisor position advertised on CV-Library. After viewing the job description, my previous customer service experiences and current business studies make me a suitable candidate for this role.
[bookmark: _Int_Dx3T1dDg]I am currently studying an Undergraduate Certificate in Business skills for the workplace at the University of Wales Trinity Saint David. Through my studies, I have developed strong communication, organisational, and problem-solving skills. My academic experience has taught me the importance of professionalism, teamwork, and effective communication, which are essential within a customer service environment.
[bookmark: _Int_JQjI2ezQ][bookmark: _Int_4593IQUv]In my role within a pharmacy, I was responsible for handling customer enquiries by phone and email while processing customer orders accurately. This role required patience, attention to detail, and communication. From this experience,I gained good customer service skills and realised how important it is to give customers a comfortable experience.
In addition, I handled customer calls and did cold calling to advertise products and services when I was working for a windows and doors firm. This position increased my confidence when communicating with customers and improved my work to build a connection, understand their questions, and offer proper responses.
The Customer Service Advisor role interests me because it offers the opportunity to use my communication and customer service skills in a professional environment. I am a motivated, reliable individual who enjoys helping customers and adding positive things to a team. 
Thank you for taking the time to consider my application. I look forward to speaking with you and would appreciate the chance to go over my suitability for the role in more detail.
Yours faithfully, Siddika Sultana
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You are applying for the following job..

ter Customer Service Advisor
Posted by Interaction Recruitment
© Walsall

£ £12.71 per hour
(&) Temporary

Customer Service Advisor

£12.71 per hour plus monthly bonus

37.5 hours per week

Monday to Sunday 7.30am - 10pm (rota-based)
Based on-site in Bescot, Walsall

We are currently recruiting for an Inbound Customer Service
Advisor working for the RAC Call Centre based in the Bescot Area in
Walsall. The RAC is one of the UK's biggest and most well-recognised
companies operating in the Motoring industry. Their office in Walsall
is ideally located for workers who commute by both public and
private transport, thanks to its large, free on-site parking, as well as
its proximity to both a bus stop and train station which has regular
links to Walsall and Birmingham City Centre.

Role

We are looking for a Customer Service Advisor to work for the RAC;
within this role, you will be handling inbound calls from customers
with a broken down vehicle; you will be tasked with ensuring the
customer's case is dealt with as swiftly and professionally as
possible.

-Handling inbound calls
-Arranging call outs

-Dealing with distressed or upset customers




