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1. Job Description (Provided by Partner) 
Job Title: Customer service assistant
Company: Cardiff customer solutions Ltd
Location: Cardiff,Wales
Contract Type: Full-time, Permanent 
Salary: £23,000 – £25,000 per annum
About the Company 
Cardiff Customer Solutions Ltd is a customer-focused organisation providing high-quality support services to customers across retail and bussiness sectors. We pride ourselves on delivering excellent customer experiences through professionalism, communication, and teamwork.
Key Responsibilities 
· Providing friendly and professional customer service
· Responding to customers enquires in person, by telephone and by email.
· Resolving customer issues
· Maintaining accurate customer records
· Ensuring customers receive a positive experience at all times
Essential Skills and Requirements 
· Excellent communication
· Friendly and professional attitude
· Ability to remain calm under pressure
· Good IT skills

Desirable Skills 
· Previous experience in customer service 
· Cash handling experience
· Experience working with members of the public
· Strong problem-solving skills
2. AI Acknowledgement 
I acknowledge the use of ChatGPT (https://chat.openai.com) on 10 March 2026 to support the planning and structuring of my CV and cover letter. 
I used the following prompt(s): 
· “Help me structure a professional CV for a recruitment role.” 
· “What skills should I highlight for a junior recruitment consultant?” 
· “Check my cover letter for clarity and professional tone.” 
I confirm that I have not presented any AI-generated text as my own work. I confirm that I have retained copies of my drafts, notes, and other resources used before and after the use of AI tools, which may be requested as evidence. 
 

3. Cover Letter 
[Caitlin Lewis] 
[swansea,wales] 
Caitlinlewis38@gmail.com] 
[07777123945] 
Hiring Manager 
Cardiff customer Solutions Ltd
10 March 2026 
Dear Hiring Manager, 
I am writing to apply for the position of customer service assistant at Cardiff customer solutions Ltd. I am motivated and enthusiastic individual with experience working in busy customer-facing environments, as well as coaching young children. I have developed excellent communication, teamwork and organisation skills that enable me to provide a high standard of customer service.
My experience working in a bar and hospitality roles has allowed me to work efficiently in fast-paced environments while maintaining a professional and friendly approach. I have experience handling customer enquiries, resolving issues calmly, processing payments, and ensuring customers receive a positive experience.
I am reliable, hardworking, and eager to continue developing my customer service career. I would welcome the opportunity to contribute to your organisation and provide excellent service to your customers.
Thankyou for considering my application. I look forward to discussing my application further.
Yours sincerely, Caitlin Lewis
 
4. CV 
Caitlin Lewis 
Swansea, Wales
07777123945
Caitlinlewis38@gmail.com
Personal Statement 
A motivated and professional individual with experience in hospitality and coaching young children. Strong communication, teamwork and organisation skills with a passion for delivering excellent customer service. Experienced working in busy environments, handling customer enquiries, and building positive relationships. Seeking a customer service assistant role within a professional organisation where i can continue to develop my skills.
 Key Skills 
· Professional communication 
· Excellent customer service
· Teamwork and collaboration 
· Building positive relationships
· Working under pressure
Employment History Recruitment Assistant  
Bar staff
Hayley Jones
2020-2022
· delivered excellent customer service in a busy enviroment
· Processed cash and card payments accurately
· Resolved customer enquires
· Maintained high standards of cleanliness and customer care
Education

University of wales trinity st david
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