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1. JOB DESCRIPTION

Job Title: Sales Assistant
Company: Bloom & Bay Retail Ltd
Location: Cardiff City Centre, Wales
Contract Type: Part-time / Full-time, Permanent
Salary: £23,000 – £25,000 per annum (pro rata for part-time)
About the Company
Bloom and Bay Retail Ltd. It is an established lifestyle and home-wear retail brand with several stores in Wales. We take pride in our outstanding customer experiences, retail environments, and the diversity of our workforce. Our store is located in the vibrant city of Cardiff, and we are looking for warm, motivated people to join our growing team.
Key Responsibilities
· Welcoming customers and providing attentive, friendly service on the shop floor
· Assisting customers in locating products and answering product-related queries
· Processing sales transactions accurately using the till and card payment systems
· Maintaining product displays and ensuring the store is clean, tidy, and well-stocked
· Supporting stock management, including deliveries, labelling, and replenishment
· Working as part of a team to meet daily and weekly sales targets
Essential Skills and Requirements
· Strong verbal communication and active listening skills
· A customer-focused attitude with the ability to remain calm under pressure
· Good numeracy skills for processing transactions and handling cash
· Ability to work effectively as part of a team and independently
· Flexibility to work varied hours, including weekends and bank holidays
· Reliable, punctual, and presentable always
Desirable Skills
· Previous retail or customer service experience
· Experience supporting customers from diverse backgrounds or language needs
· Bilingual or multilingual communication skills
· Basic IT literacy for using tills, email, or stock management systems
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3. Cover Letter 
Sonia Jaman
Cardiff
2506072@student.uwtsd.ac.uk
07440-716-300

Recruitment Team
Bloom & Bay Retail Ltd
Cardiff City Centre, Wales
12 March 2026
Dear Recruitment Team,
I am applying for the Sales Assistant position at Bloom and Bay Retail Ltd. With solid experience in customer communication, professional interpreting, and community support, I would bring genuine warmth, trustworthiness, and a people-first approach to your team. Although I am new to retail, I am a fast learner and am willing to master my practical skills in operating the till, handling stock, and conducting sales transactions. I am entirely committed to meeting your customers' expectations.
As an employee at the linguistic and translation agency Clear Voice and a volunteer at the local advice centre, Riverside Advice Centre, which is part of the South Riverside Community Development Centre, I often meet people from different backgrounds. The experiences have helped me improve my ability to communicate effectively and with empathy, be calm in an emergency, and tailor my style to meet the personal needs of each individual I engage with. These are the very features that make an excellent sales assistant.
In addition to my communication skills, I speak fluent English and Bengali, which I see as a strength in a retail environment serving a mixed community in Cardiff. I am patient and deeply social, and I truly enjoy assisting people, whether helping them find the right product or addressing their concerns professionally and attentively. My vision of the four-hour professional meeting has shown that I can also be focused, calm, and precise in a stressful situation.
I am highly organised, responsible, and eager to be part of a positive environment. I am flexible with my hours and will endeavour to represent Bloom and Bay Retail Ltd. I am eager to develop in a customer-oriented retail setting and gain practical skills in a dynamic, people-oriented environment.
I would be delighted to discuss my application in greater detail during the interview. Thank you, and kind regards for your time and thought.
Yours sincerely,
Sonia Jaman

4. CV
SONIA JAMAN
Cardiff | 07440-716-300 | 2506072@student.uwtsd.ac.uk
Personal Statement
Customer-focused and commercially motivated individual with hands-on experience in public-facing communication, professional interpreting, and community advisory work. Fluent in English and Bengali, reputed for establishing contact, adept in addressing questions and calm when faced with intense situations. A rapid learner with a desire to advance to retail and rapidly acquire skills in operating the till, making transactions, handling stock and taking a Sales Assistant position where effective communication and a genuine commitment to delivering great customer service can impact commerce.
Key Skills
1. Bilingual Communication – Fluent in English and Bengali; able to support a diverse customer base
1. Active Listening – Skilled at understanding customer needs and responding appropriately
1. Customer Service – Experienced in engaging with members of the public in professional settings
1. Empathy and Patience – Calm and supportive even in challenging or pressured situations
1. Problem-solving – Able to identify and resolve issues quickly and effectively
1. Teamwork – Comfortable working collaboratively within a team environment
1. Reliability and Organisation – Punctual, dependable, and able to manage multiple tasks
Employment History / Work Experience
Interpreter / Community Support Volunteer
Clear Voice (Linguistic & Translation Agency) | July 2024 – Present
1. Communicate directly with clients and members of the public regularly, requiring strong active listening and verbal communication skills
1. Provide professional interpretation services between English and Bengali speakers in a variety of settings
1. Maintain composure and professionalism in time-sensitive, high-pressure situations
1. Build trust and rapport with individuals from a wide range of backgrounds and needs
Community Visitor / Volunteer Advisor
Riverside Advice Centre – SRCDC | Ongoing
1. Assisted community members with a wide range of enquiries, applying patience, empathy, and clear communication
1. Acted as a point of contact for individuals requiring language support or guidance
1. Demonstrated reliability and commitment through regular attendance and sustained community engagement
Conference Interpreter (One-day Event)
July 2, 2024
1. Delivered a 4-hour consecutive interpretation between English and Bengali at a professional conference
1. Managed complex, fast-paced content with accuracy and composure, demonstrating professionalism in a high-stakes public environment
Education & Training
Employability Skills Course – Level 4
UWTSD | September 2025 – Current
Careers in Childcare – Level 3 Community Course
Cardiff University | September 2024 – November 2024
First Steps to Public Service Interpreting – Accredited at Level 3
Cardiff University | April 2024 – June 2024
ESOL Level 1 English
Cardiff and Vale College| September 2017 – July 2018
Interests & Hobbies
I enjoy gardening and attending the gym regularly. Gardening has increased my patience, precision, and attention to detail, whereas the gym has made me disciplined and resilient. Both passions demonstrate my dedication to consistency and a dedicated, trustworthy attitude towards all my activities.
References
Available upon request — 
Zora Jackman 
Rhiannon Maniatt
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