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Dear Hiring Manager,

I am writing to express my interest in the Business Administration and Customer Service position. With over 

three years of experience in customer service, administration, and front-of-house roles, I have developed 

excellent organisational, communication, and problem-solving skills that I believe would make me a valuable 

addition to your team.

In my current role as a Customer Service Assistant within the casino industry, I provide excellent customer 

service, handle cash transactions accurately, and work effectively in a fast-paced environment. My previous 

experience as a receptionist in both the hospitality and healthcare sectors has strengthened my administrative 

skills, including managing appointments, maintaining accurate records, processing payments and responding to 

customer enquiries professionally.

Alongside my professional experience, I am currently studying for a Certificate of Higher Education in Business 

at the University of Wales Trinity Saint David. My studies have strengthened my understanding of business 

administration and reinforced my ambition to build a long-term career in this field.

I am particularly interested in this opportunity because it combines administration and customer service, 

allowing me to use my existing experience while continuing to develop professionally. I am organized, proactive, 

and always committed to providing a high standard of service to both customers and colleagues.

Thank you for considering my application. I would welcome the opportunity to discuss how my skills and 

experience could contribute to your team. I look forward to hearing from you.

Yours sincerely,

Edith Rosales

 



 



Edith Rosales
 

Contact

 2515832@student.uwtsd.ac.uk.        London

Business Administrator | Customer Service Professional

Organized and proactive professional with over three years of experience in administration, customer 

service and front-of-house operations across hospitality and healthcare. Experienced in managing customer 

enquiries, maintaining accurate records, processing payments, and supporting daily business operations. 

Currently studying for a Certificate of Higher Education in Business, with a strong commitment to delivering 

excellent customer service and contributing to an efficient and well-organized workplace.

 

 

Education

 University of Wales Trinity Saint David

 Certificate of Higher Education in Business for the Workplace. Oct 2025

Skills

Customer Service
Business Administration
Communication
Organisation
Time Management
Problem Solving
Teamwork
Attention to Detail
Microsoft Office
Cash Handling
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Experience 

Customer Service Assistant / Casino Dealer

Jan 2026 – Present

Deliver excellent customer service in a fast-paced environment.
Handle cash transactions accurately and responsibly.
Resolve customer enquiries professionally and efficiently.
Work collaboratively with colleagues to ensure smooth daily operations.

⸻

Receptionist | Columbia Hotel

Aug 2024 – Jan 2026

Managed guest check-ins, check-outs and reservations.
Processed payments and responded to customer enquiries.
Maintained accurate records and daily reports.
Coordinated with internal departments to ensure efficient operations.

⸻

Dental Receptionist | Bond Dental / Maida Vale Dentist

Aug 2023 – Jul 2024

Scheduled appointments and managed patient records.
Processed payments and confidential documentation.
Responded to telephone and email enquiries.
Supported the daily administration of the practice.

⸻

Receptionist | The Ivy Asia / Caprice Holdings

Aug 2021 – Jul 2023

Managed reservations and customer enquiries.
Coordinated private events and group bookings.
Delivered exceptional customer service.
Worked efficiently in a fast-paced environment.





     

       Lenguages

Spanish – Native
English – Fluent

Hobbies & interest

Photography
Candle Making
Content Creation
Travelling

Additional skills

Microsoft Office (Word, Excel, Outlook)
Canva
Social Media Management
Time Management

Key strengths 

Excellent customer service
Strong organisational skills
Proactive and reliable
Able to work under pressure








