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Employability Skills Module: Professional Career Development
Module code: BMSW4012
Lecturer: Muhammad Cassamo
Student: Mrs Barbara Dorota Bak
Student number: 2317808

post office Clerk 
Post Office Counter Clerk
Location : Broadmead Gallery BS1 3XB
Salary: 15,000-20,000+15 days holiday+ Pension

Royal Mail post office services has been providing mail, financial and government services to the public through its nationwide network of post office branches for over 200 years. 
 

Key Responsibilities:
. meet and greet customers and give a good impression of the Post Office.
. sell financial and retail products and services to meet targets.
. sell stamps and deal with letters and parcels
. pay out pensions and benefits.
. accept bill payments
. deal with vehicle registrations and car tax.

Requirements:
. customer service skills.
. to be thorough and pay attention to detail.
. the ability to work on your own.
. excellent verbal communication skills.
. the ability to think clearly using logic and reasoning.
. the ability to accept criticism and work well under pressure.
. the ability to work well with others.

Benefits:
. 15 days holidays
. Pension scheme
.  Flexible Working


Location: 
Bristol , with commutable locations including Port Talbot, Neath, and more.

If you're interested, please apply now. We look forward to hearing from you .







Barbara Dorota Bak
Hillside View, Bristol BS1 4DP
[bookmark: _Hlk192695185]Mob: 07790142441, email: Barbara.bak@gmail.com

Personal Statement:
I am a motivated and responsible professional with many years of experience in customer service and sales. I focus on delivering high-quality services, building positive relationships with customers, and ensuring their complete satisfaction. I possess excellent communication skills, am meticulous in my work, and manage my time efficiently to achieve set goals. I have experience working in dynamic environments, and my organisational skills and ability to work under pressure enable me to complete tasks effectively. I would like to join the team at Royal Mail to apply my skills in a professional setting and further develop my career within this reputable organisation.

Skills
• Attention to detail
• Organisational skills
• Time management
• Customer service
• Communication skills
• Computer skills
• Ability to work independently and as part of a team
• Knowledge of postal regulations and procedures
• Problem-solving skills

Education History
01/2025 – Present: Certificate in Higher Education Employability Skill Level 4
09/2000 – 10/2001: Postmaster Licence Training
09/1985 – 07/1989: Business and Management College, Poland
09/1976 – 07/1985: Primary and Secondary School, Poland

Employment History
05/2021 – 01/2025: Karan – Post Office Clerk
• Assisted customers with a range of postal, banking, and retail services, providing clear information and resolving issues.
• Sorted, processed, and dispatched incoming and outgoing mail and parcels, ensuring compliance with postal regulations.
• Operated cash registers, processed payments, and balanced the till at the end of the day.
• Assisted customers with packaging and weighing parcels, ensuring timely dispatch, including international shipments.
• Maintained a stock of postal and retail products, ensuring displays were well-organised.
• Worked with team members to ensure efficient operations and meet customer needs.
01/2000 – 04/2021: Spar – Shop / Post Office Assistant
• Provided postal services, including selling postage, mailing packages, and advising customers on delivery options.
• Sorted and processed incoming and outgoing mail, ensuring accurate delivery.
• Operated the cash register, handled payments, and balanced the till at the end of each day.
• Weighed, measured, and packaged parcels, offering guidance to customers on cost-effective shipping methods.
11/1992 – 08/1999: Foreign Exchange – Owner and Manager – Poland
• Managed day-to-day operations, ensuring a high standard of service and customer satisfaction.
• Supervised and trained a team of five employees.
• Controlled the business budget and ensured efficient financial operations.
• Worked as a cashier and handled all financial transactions with accuracy.

Additional Skills:
Languages: English & Polish – Both fluent
Software: Word, Excel, PowerPoint, and Outlook

Hobbies:
Reading, team sports, cooking, travelling, and classic cars

References:
Available upon request


Mrs Barbara Bak
Bristol, BS1 4DP
Barbara.bak@gmail.com
Mob: 07790142441

13th March 2025
Recruitment Manager 
Royal Mail, Post Office
157 East Street, Bristol BS1 5UR
Bristol BS1 5UR
Dear Recruitment Manager,
I am writing to apply for the Post Office Clerk position at Royal Mail. With over 10 years of experience in customer service and sales, including roles in post office operations, I am confident I can contribute to your team and provide excellent service to your customers.

In my previous role as a Post Office Clerk at Karan, I handled postal, banking, and retail services. I assisted customers with inquiries, sorted mail and parcels, and maintained a high level of organisation. I am also experienced in using cash registers, processing payments, and ensuring compliance with postal regulations. My time at Spar also taught me how to manage multiple tasks, such as balancing tills and advising on delivery options.

I have strong communication skills, pay close attention to detail, and can work well under pressure. I am confident in managing my time, prioritising tasks, and working with colleagues to meet customer needs and business goals. I am committed to providing a positive customer experience and resolving any issues quickly.
 I am excited about the opportunity to join Royal Mail and contribute to your success. I would appreciate the chance to discuss how my skills and experience can benefit your team. 
Thank you for considering my application, and I look forward to the possibility of an interview.

Yours sincerely,
Mrs Barbara Bak
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