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1. Job Description
 
 
Role Title: Professional Chauffeur
Employer: Premier Executive Travel Surrey
Location: Reigate & surrounding areas
Contract Type: Full‑time, Permanent
Salary: £28,000 – £32,000 per annum, depending on experience + company vehicle, fuel card and uniform provided

 
Role Summary
Provide safe, comfortable and high‑standard chauffeured transport for corporate clients, executives and private guests. Maintain vehicles to premium standards, plan efficient routes, and always deliver excellent customer service and discretion.




Key Responsibilities 
· Drive clients to destinations safely, on time and fully in line with all UK road traffic laws and regulations.
· Plan optimal routes in advance using navigation tools and local knowledge, accounting for traffic, roadworks and scheduling.
·  Maintain vehicles to a high standard: full interior/exterior valeting, and daily pre‑journey checks including fuel, tyres, fluid levels and lights.
· Assist clients with luggage, offer refreshments where provided, and always maintain professional conduct and confidentiality.
· Keep accurate journey logs, update booking records and comply with all licensing, insurance and local authority requirements.



Essential Skills and Requirements 
· Valid full UK Category B driving licence with no penalty points or endorsements
· Strong knowledge of Surrey, Greater London and surrounding road networks
· Ability to perform basic vehicle safety checks and minor maintenance tasks
· Familiarity with satellite navigation and booking management systems
· Eligibility to obtain or hold a valid Private Hire Licence and DBS check
· Professional appearance, excellent timekeeping and strong customer service skills
· Ability to remain calm and drive smoothly in heavy traffic or changing conditions



2. AI Acknowledgement 
I confirm that AI tools have been used only for guidance, structuring and proofreading this submission. All content including personal skills, experience and statements is original and tailored specifically to the Chauffeur role described above. This document meets all requirements outlined in the Professional Development Module Handbook. 

3. Cover Letter


Bahauddeen Alamin, 
75 Portland Street,
2513598@student.uwtsd.ac.uk
07873777593


Dear Hiring Manager,

I am writing to formally apply for the Professional Chauffeur position, advertised with a salary range of £28,000–£32,000 per annum plus benefits. With a clean full UK driving licence, excellent local knowledge of Surrey and London, and a strong focus on safety, reliability and service quality, I am confident I can deliver the high standards your clients expect.

I have held a full UK driving licence for 6 years with no points or convictions and have experience driving a range of vehicles including executive saloons and people carriers. Two key hard skills I offer are advanced route planning and vehicle maintenance and care: I combine local road knowledge with digital navigation tools to select the most efficient routes, avoiding delays and ensuring punctuality; I also carry out thorough daily safety and condition checks, and keep vehicles immaculately presented inside and out. In previous driving roles, I have built a reputation for smooth, defensive driving and complete discretion.

I understand that chauffeuring is about more than just driving — it is about creating a calm, comfortable experience for every client. I am well‑presented, polite and happy to assist with luggage or special requests, and I fully respect the confidentiality of all passengers. Being based locally in Reigate, I know the area well and can work flexible hours to suit business or travel schedules. I am comfortable with the stated salary range and believe my skills and reliability offer strong value for this role.

Thank you for considering my application. I would welcome the opportunity to discuss my experience further and demonstrate my commitment to safe, professional service.

Yours sincerely,
Bahauddeen Alamin


4. CV

Bahauddeen Alamin
07873777593
2513598@student.uwtsd.ac.uk

Personal Statement 
Safety‑conscious and reliable driver seeking a Professional Chauffeur role within the £28k–£32k salary band. I hold a clean full UK driving licence, have excellent knowledge of local roads and routes, and pride myself on delivering punctual, smooth and discreet service. I am committed to maintaining vehicles to the highest standards and building trust with every client.
Key Skills

Hard skills

· Full UK Category B driving licence – 6 years’ experience, no endorsements

· Advanced route planning: local road knowledge + proficiency with Google Maps, Waze and professional navigation systems

· Daily vehicle safety inspections, cleaning and basic maintenance checks

· Accurate journey logging and use of booking management software

 Soft Skills

· Punctuality, discretion and professional appearance always

· Calm and polite communication

· Time management and flexible working

· Strong attention to detail

Work Experience
Delivery & Courier Driver | Local Transport Company | Jan 2023 – Present

· Covered routes across Surrey and South London; consistently met delivery times and safety standards

· Completed full pre‑shift vehicle checks; kept vehicles clean and reported any maintenance needs immediately

· Handled customer enquiries professionally and adapted to schedule changes efficiently

· Volunteer Community Driver | Reigate Community Support | Mar 2021 – Dec 2022

· Transported members to appointments and events; assisted those with mobility needs

· Planned multi‑stop routes to maximise efficiency and comfort for passengers

Education & Qualifications

· Full UK Driving Licence – Category B

· Defensive Driving & Road Safety Training – Completed 2024

· GCSEs: Mathematics (Grade 4/C), English Language (Grade 5/C)

· Additional Information

· Eligible to apply for Private Hire Licence and DBS check

· Flexible availability including evenings and weekends

· Own transport available for shift coverage

· Salary expectation aligns with the advertised £28,000–£32,000 per annum range
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