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[bookmark: _Toc233508169]Introduction:
This portfolio has been prepared for a mock interview for the position of Sale and Customer Service Advisor. It will demonstrate my understanding of the role and highlight the skills and experience that make me suitable for this position in customer-focused positions. The purpose of this assessment is showcasing my employability skills and to evaluate how my previous experience preprepared me for this opportunity. 

[bookmark: _Toc233508170]Understanding the position:
The role of a Sale and Customer Service Advisor is to resolve enquiries customer have to support customers and contributing to business sale objectives. Employees in these position act as the main point of contract between customers and the organization, making communication and professionalism essential.
Responsibilities often include:
· Responding to customer enquiries
· Providing customer information
· Handling complains 
· Enshrining a positive customer experience
Success within this role depends upon communication skills problem-solvong, patient and the capability to work well under pressure.
Personal experience:
My previous experience un hospitality and customer services environments has provided me with valuable transferable skills that are directly relevant to the job I am interested in. working with customers daily has improved my confident, listening skills and the ability to communicate clearly with a wide variety of people.

[bookmark: _Toc233508171]Review of Personal Experience
My previous experience in hospitality and customer service has helped me alot, environments has provided me with valuable transferable skills that are directly relevant to this position. Working with customers daily has improved my confidence, listening skills and ability to communicate clearly with a wide variety of people.
Working in busy environments has also strengthened my ability to remain calm under pressure while maintaining high standards of customer service. In addition, therefore, I have developed strong teamwork skills through working closely with colleagues to ensure that customers receive efficient and professional support.
These experiences have prepared me well for a role that requires both customer interaction and sales awareness.

[bookmark: _Toc233508172]Career Development Goals
One of my professional ambitions is to continue developing within customer service and sales environments while gaining additional responsibility and experience. Also the Sales and Customer Service Advisor role represents an opportunity to expand my knowledge of customer relationship management and business operations.
Developing expertise in sales and customer engagement will provide valuable experience and open opportunities for future career progression within the business sector.

[bookmark: _Toc233508173]Interview Preparation
To prepare for the interview, I researched the responsibilities associated with customer service and sales positions and reflected on examples from my own experiences that demonstrate relevant skills and behaviours.
Examples of questions I expect to be asked include:
· Why are you interested in this role?
· What makes good customer service?
· How would you handle an unhappy customer?
· What skills make you suitable for a customer-facing position?
· Describe a time when you worked successfully as part of a team.
To structure my answers effectively, I will use the CAR method (Challenge, Action, Result).

[bookmark: _Toc233508174]Example of the CAR Method
Challenge: During a particularly busy period at work, customer demand increased and waiting times became longer than usual.
Action: I remained calm, prioritised customer requests and communicated effectively with both customers and colleagues to ensure expectations were managed appropriately.
Result: Customers continued to receive a positive experience and the team maintained an efficient service despite the increased workload.

[bookmark: _Toc233508175]Reflection on Employability Skills
Completing this assessment has allowed me to reflect on the importance of communication, teamwork and adaptability within professional environments. Through my previous experiences and studies, I have developed skills that are transferable across many industries and professions.
I have also recognised the importance of continuous learning and professional development in achieving long-term career success.
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Beniamin Cirpaci
Acocks Green, Birmingham 
07925945688
Benimaincirpaci9@gmail.com

Dear Hiring Manager,

I am writing to express my interest in a position within your sales or customer service team, with serval years of experience in vehicle sales, retail consultancy, and customer-facing roles, I bring a strong track record of delivering excellent services, building lasting client relationships, and consistently meeting performance targets.

 Most recently, I worked as a Sales assistant and Car, where I managed the full sales process from initial enquiry through to completion. This included responding to customer enquiries across multiple channels, presenting and advertising vehicles online, and maintaining high-quality vehicle displays and photography. My role requires strong organization, attention to detail, and the ability to work efficiently in a fast-paced environment while maintaining high customer satisfaction.

Previously, I spent over seven years as Sale Advisor at Hammonds Fitted, consultative selling skills. I regularly delivered tailored products presentations, managed clients’ appointments, and consistently met key performance indicators. Earlier experience at Jaguar Land Rover further strengthened my ability to work under pressure while maintaining high quality and precision standards in a production environment.

I am fluent in Portuguese, English, Romanian, and Spanish, which allows me to communicate effectively with a wide range of customer. I am highly adaptable, reliable, and confident working both independently and as part of a team. My background in sales and customer service, and online advertising has given me the skills needed to contribute positively to a company’s growth and customer satisfaction goals.

I would like to bring my experience and work ethic to your team and contribute your continued success. Thank you for considering my application. I look forward to the possibility of discussing this role further.

Yours truly,

Beniamin Cirpaci 


Beniamin Cirpaci
Sales & Customer Service Professional
Acocks Green, Birmingham | 07925945688 | beniamincirpaci9@gmail.com



[bookmark: _Toc233508177]PROFESSIONAL PROFILE
Results-driven sales professional with strong experience in vehicle sales, customer service, and online advertising. Proven ability to build lasting client relationships, manage stock presentation, and support business growth. Multilingual in Portuguese, English, Romanian, and Spanish. Reliable, adaptable, and committed to continuous professional development.

[bookmark: _Toc233508178]CORE SKILLS

	Vehicle Sales
	Customer Service
	Online Advertising
	Photography

	Multilingual Communication
	Time Management
	Relationship Building
	Problem Solving

	Organization
	Teamwork
	Independent Working
	Attention to Detail



[bookmark: _Toc233508179]PROFESSIONAL EXPERIENCE
Sales Assistant / Car Sales Representative | Ace for Cars (2023–2025)
· Managed vehicle sales from enquiry to completion, ensuring high customer satisfaction
· Organized and maintained professional car park displays
· Produced high-quality vehicle photography for online listings
· Created and updated digital advertisements across platforms
· Respond to customer enquiries in person, by phone, and online
· Supported marketing and sales targets through effective promotion

Sales Advisor | Hammonds Fitted Furniture (2016–2023)
· Built and maintained strong client relationships
· Delivered tailored product presentations and consultations
· Managed customer records and appointment scheduling
· Consistently met departmental KPIs and targets
· Represented the brand with professionalism and integrity

Production Operative | Jaguar Land Rover (2017–2019)
· Tested and inspected electrical components to quality standards
· Identified faults and ensured compliance with specifications

· Maintained productivity in high-pressure environments
· Contributed to meeting daily and weekly production targets

Cleaner | Master Clean (2016–2017)
· Maintained hygiene and safety standards across client sites
· Managed workload independently and efficiently
· Adapted cleaning procedures to individual client requirements
· Ensured consistent, high-quality service delivery

[bookmark: _Toc233508180]EDUCATION
· South and City College – Level 1 Barbering
· South and City College – Level 1 Business Administration
· Nine styles School – GCSEs (2014–2016)

[bookmark: _Toc233508181]LANGUAGES
Portuguese | English | Romanian | Spanish (Fluent)
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Available upon request.
















