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Cover Letter: Customer Service Assistant

Ruhel Ahmed
62 Hayes Street
West Bromwich, B70 9NF
Mobile: 07922731353
Email: ruhelahmed5013@outlook.com
14 October 2026
Recruitment Team
Vita Student
Birmingham
Subject: Application for Customer Service Assistant
Dear Hiring Manager,
I would like to express my interest in a role as a Customer Service Assistant at Vita Student in Birmingham. Currently studying CertHE Business Skills for the Workplace at University of Wales Trinity Saint David, with a desire to use my customer service background, communication skills and approach to work in a customer service environment.
I acquired the skills of supporting customers, answering queries, addressing complaints and working effectively as a team, while working as both a Front of House Team Leader at Chutney and a Head Waiter at Evesham Balti. The roles enabled me to gain an understanding of the importance of providing friendly, professional and reliable service, and maintaining high standards in a busy working environment.
As an Uber private company driver and Uber Eats delivery driver, my time management, organisation, communication and problem-solving skills have been further strengthened. I have been able to take care of responsibilities by myself, shift my work with the needs of various customers and keep my professionalism under pressure.
I think that my hands-on customer service skills, learning and dedication to providing positive customer experiences would benefit the Vita Student team. I would love to further develop my skills and help to support residents whilst being helpful and welcoming.
Thank you for your consideration of my application. I would appreciate the opportunity to discuss my experience and suitability for the position in an interview.
Yours sincerely,
Ruhel Ahmed


Customer Service Assistant
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Curriculum Vitae (CV)
Ruhel Ahmed
62 Hayes Street, West Bromwich, B70 9NF
Mobile: 07922731353   Email: ruhelahmed5013@outlook.com 
Personal Profile Statement
A friendly, reliable, and motivated individual with customer service experience and strong communication skills. Currently studying CertHE Business Skills for the Workplace at University of Wales Trinity Saint David Birmingham, where I am developing teamwork, problem-solving, and professional workplace skills. I enjoy working with people and providing excellent customer service, ensuring customers feel welcomed and supported. I am hardworking, adaptable, and eager to contribute positively to a team while continuing to develop my skills in a professional environment.

Employment History

Private Hire Driver – Uber 
August 2026 – Present 

Responsibilities/Experience
· Transport passengers safely and efficiently to their destinations.
· Build positive customer experiences through polite and professional service.
· Manage bookings, journeys and routes using digital platforms and navigation.
· Adapt to different passengers, locations and traffic conditions.
· Maintain a reliable, punctual and responsible approach to work.


Food Delivery Driver – Uber Eats 
February 2026 – July 2026

Responsibilities/Experience 
· Safe and timely food deliveries
· GPS navigation and route planning
· Customer service and communication
· Time management and organisation
· Working independently under pressure
· Reliable and responsible


Front of House Team Leader- (Chutney)
January 2024-January 2026

Responsibilities/Experience
· Supervised and coordinated front-of-house staff during busy service periods
· Delivered high-quality customer service and resolved customer complaints professionally
· Managed staff schedules and shift assignments
· Trained new employees on service standards and restaurant procedures
· Ensured smooth communication between kitchen and front-of-house teams
· Handled cash transactions, POS systems, and end-of-shift cashing up
· Maintained cleanliness and compliance with health and safety standards
· Assisted in achieving sales targets and upselling menu items


Head Waiter – (Evesham Balti)
March 2022–December 2023

Responsibilities /Experience
                                     	
· Manage team activities. 
· Serving food
· Dealing with customer queries and any complaints.
· Taking customer orders.
· Making sure customer receive their right order.
· Work as part of a team to ensure customer services were to the highest of standard.


Waiter – (Kaptin Korma)
December2021- Feb 2022

Responsibilities /Experience                 
. Customer Service
. Food and Drink Handling 
. Cash Handling / Payments 
. Teamwork 
. Multitasking & Time Management 
. Cleaning & Organisation 

Skills and Attributes 

· Customer Service Excellence – Experienced in delivering friendly, professional, and efficient service to customers.
· Communication Skills – Strong verbal and written communication developed through work and university projects.
· Teamwork & Collaboration – Able to work effectively as part of a team to achieve shared goals.
· Problem Solving – Skilled at resolving issues quickly and professionally, ensuring customer satisfaction.
· Organisation & Time Management – Can prioritise tasks, manage workload, and meet deadlines effectively.
· Digital & IT Skills – Confident with Microsoft Office, email, and digital tools used in the workplace.
· Adaptable & Reliable – Quick to learn new tasks and dependable in fast-paced environments.
· Professionalism & Positive Attitude – Friendly, approachable, and committed to providing a positive experience.


Education

CertHE Business Skills for the Workplace  
University of Wales Trinity Saint David BIRMINGHAM 
January 2026 - Present 
Key Areas of Study:
· Business communication and professional workplace skills
· Teamwork and collaboration in the workplace
· Problem solving and decision-making
· Digital skills for business and workplace technology
· Employability and career development
· Enterprise and entrepreneurship
· Customer service and professional conduct


Sep 2018-Jul 2021                                Accounting Finance                                      
Sylhet Colleges (In Bangladesh)
Results: Triple Grade Distinction* Distinction* Distinction*


2013-2018                                  Sylhet Academy (In Bangladesh)
Results:  8 GCSEs at Grades A*- C, including Maths and English 
Hobbies and Interests 
· Volunteering & community work – helping others and developing teamwork and communication skills
· Team sports (football, basketball, etc.) – showing teamwork, discipline, and commitment
· Reading business or self-development books – staying informed and improving personal skills
· Customer service experience projects / part-time work – gaining practical experience and developing professional skills
· Digital skills & technology – keeping up-to-date with workplace tools

References Available upon request 

                                                      

2

image1.png
Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David




image2.png
Customer Service Assistant, Birmingham, Gough Street
Daytime & Evening Event Shift Patterns & Duties
Hourly Rate: £13.45 plus generous benefits (please see below).

Contract: 12 week Fixed Term Contract, part-time. A minimum commitment of 15
hours per week

Required Days of Work: Flexibility is required throughout weekdays and weekends

Working Hours: Varied shift patterns, between the hours of 6am - 9pm. Full
flexibility required.

Overtime: We offer overtime opportunities to support both planned and unplanned
shift cover. These additional hours help us maintain the exceptional service and

Support - reSidentS exp
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Where Ambition Lives

At Vita Student, we create more than premium student accommodation; we create
unforgettable experiences for a global community of ambitious students.

From industry-leading spaces and first-class services to vibrant communities and
exceptional support, everything we do is designed to help our residents thrive. Our
residences are home to students from around the world, and we're proud to
provide an environment where they can live without limits and focus on achieving
their ambitions. We're looking for a Customer Service Assistant to deliver a home-
from-home experience for our residents and support with the enthusiastic delivery
of on & off-site events.
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Our Customer Service Assistant

Provide an exceptional & personalised service to students by anticipating and
delivering to their needs; offering information on local attractions, and handling
enquiries with a focus on creating a seamless and positive experience:

¢ Front of House / Reception; greet and welcome students and guests with a
warm, friendly and vibrant attitude.

¢ Be on hand for questions which may arise .
e Ensure our facilities are being looked after respectfully by residents & guests.

¢ Maintain the upkeep of our premium site & facilities; communal areas must be
cleaned and maintained to a high standard at all times.

¢ Be on hand, delivering solutions to issues or challenges that may arise.

¢ Conduct block walks every 4-6 hours surveying and reporting every area of
the building.

¢ Replenish refreshme
vending machine food products.

ea bags, milk and




