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Customer Service Advisors – Mortgage & Loans: 

   

Contact information: 07123456789 2419752@student.uwtsd.ac.uk    

mailto:2419752@student.uwtsd.ac.uk


   
 

   
 

Personal profile: Recently completed my business qualifications and I'm looking for an 

opportunity to expand my professional knowledge and gain experience within relevant 

sectors.  

Education background: 

 BA (HONS) Business management, Birmingham City University (2025-Expected 2028) 

− Modules: 

Employability and careers development  

Enterprise and Entrepreneurship 

University of Birmingham School, Birmingham (2016-2021) 

- GCSES:  English: 7 Drama: 7 Geography: 7 Philosophy and ethics: 7 Science: 6 

Math's 6 

Solihull College, Birmingham (2021-2023) 

- Level 2: BTEC Business and law (Merit) Level 3: BTEC Business administration 

(Merit) 

Work experience: 

Front of house Receptionist at NatWest Bank (2023-2024) 

- Completed meeting room bookings 

- Did receptionist duties which included signing guests and staff into the building.  

- Administrative duties: greeting visitors, scheduling appointments 

- Observed the meeting process of coaching the entrepreneurs  

- Learnt how to log jobs and inspect the building with the security team 

Skills and specialization: 

- Teamwork 

- Good communication 

- Punctual 

- IT skills 



   
 

   
 

Achievements: 

- Attendance award 

- Team leader Award 

- Peer mentor 

COVER LETTER: Dear Mr/Mrs/ Ms: 

I'm pleased to be writing to you today regarding my application for the Customer Service 

advisor position. I believe my qualifications and experience make me an ideal candidate 

for this job role.  

I am very confident that my qualifications, experience and numerous skills I've gained 

can be very valuable for this job role as I've completed Level 2 and 3 in Business and 

Business Administration, which is related to the job title I've applied for and can be very 

useful to this job role. 

My numerous skills I have can be very useful to this job role as a customer service 

position because I have excellent attendance and punctuality so I'm very reliable and I 

have an attendance award for this as well and I have very good communication skills 

which is needed when having conversations with customers. I'm also a people person 

and I'm very good at working as a team, which is very helpful, and I have an 

achievement award for being a good team leader and peer mentor. My other skills and 

specialization are my IT skills and my organisational skills, which may be useful.  

I am very excited to bring my skills and experience to your business and contribute to 

the success of your team. I am confident that I will make a meaningful contribution and 

change to the business, and I would love this opportunity and I'm very eager to start so I 

can work further in the business sector. Thank you for considering my application. I look 

forward to the opportunity to discuss how I can contribute to your team.  

Your Sincerely,xxxxx 

 

 

 



   
 

   
 

 

 

 

 

 


