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	Professional Summary

	Personal statement I am a conscientious and trustworthy person with extensive experience in customer relations. I am a highly organized and motivated individual, who has successfully managed a busy village Post Office. I am adaptable to change and thrive on any challenge that is presented to me. Responsible Cashier, passionate about delivering outstanding quality and service. Offering 30 years of experience in industry with history of recognition for performance.


 
	
	


	Experience

	CASHIER 10/2017 to Current 
Corporate Services, Carmarthenshire County Council, Carmarthenshire 
· Cash handling
· Dealing with telephone payments
· Handling customer queries
· Filing
· Completing open / closing procedures
· Balancing cash and cheques daily
· Communicating with customers
· Liaising with other departments
· Inputting payments from daily statement
· Providing relief cover over other sites when necessary
POST OFFICE MANAGER 09/2016 to 08/2017 
Lewis Brothers Pontyates 
· Handling customer enquiries and complaints
· Promoting new business
· Cash handling and cash management
· Accepting deliveries and maintaining stock levels
· Filing and organising a busy office
· Assisting in retail activities / serving customers
· Replenishing stock
· Balancing retail store till
POST OFFICE MANAGER 02/2015 to 03/2016 
Ck Supermarkets Pontyberem 
· Organising staff rotas and training
· Handling customer enquiries and complaints
· Promoting new business
· Cash handling and cash management
· Accepting deliveries and maintaining stock levels
· Filing and organising a busy office
· CK s Retail
· Operating and balancing lottery terminal
· Operating retail till
· Replenishing stock
· Balancing retail store cash
· Completing weekly summary sheet and balance for head office
07/1995 to 02/2015 
Postmistress - Post Office Ltd, Post 
· Organising staff rotas and training
· Handling customer enquiries and complaints
· Promoting new business
· Cash handling and cash management
· Accepting deliveries and maintaining stock levels.
MANAGERESS 05/1988 to 07/1995 
George Newsagents. Coracle Buffet Carmarthen 
· General organisation of a busy railway buffet
· Ensuring customers were served quickly whilst maintaining the high standards expected by the company
· Stocktaking and balancing the cash register
· Staff training and disciplinary procedures
· Cash handling and dealing with customer queries.
MANAGERESS 10/1984 to 05/1988 
Travellers Fayre - Coracle Buffet Carmarthen 
· Constructing and implementing staff cleaning rotas
· Cash handling, serving customers, ordering and replenishment of stock
· Answering any customer queries or complaints
· Responsible for interviewing and employing staff members
· Conducting staff yearly appraisals
· Attending in house training courses and travelling to other Buffets to help train new staff
· Organising the first on train catering trolley from Carmarthen to West Wales which was very successful, and subsequently became a thriving business which was tendered out as a separate company.


 
	
	


	Core Qualifications

		· Proficient in all areas of
· Microsoft Office, including Access, Excel, Word and PowerPoint
· Excellent communication skills, both written and verbal in English & Welsh Languages.
· Fully qualified first-aider (Expired 2016)

	· Customer assistance
· Excellent verbal communication
· Outgoing and enthusiastic
· Mathematical strengths

	· Professional appearance
· Cash management






 
	
	


	Education

	University of Wales Trinity Saint David, Carmarthen, CMN 
Bachelor of Arts, Business Management, Current
University of Wales Trinity Saint David, Carmarthenshire 
Certificate of Higher Education, Social Enterprise Management, 2022
Coleg Sir Gar, Llanelli 
ECDL Advanced Databases Spreadsheets Presentations Word Processing, June 2009
Coleg Sir Gar, Llanelli 
CLAIT Plus, June 2005
Databases Spreadsheets Presentation Graphics Graphs & Charts Word Processing, Mathematics - Grade B ICT - Grade A
Pembrokeshire College, Haverfordwest 
Certificate in Higher Education Social Enterprise and Business management, Catering, June 1983
& Institutional Operations, Welsh - Grade A
Gwendraeth Grammar School, Drefach, Llanelli 
June 1981
English Language - Grade C English Literature - Grade C History - Grade B Economics - Grade D


 
	
	


	References

	References Mr. S Lewis Nisa Local 13 Heol y Meinciau Pontyates Llanelli Carms SA155TR 01269 862936 
Human Resource Services Carmarthenshire County Council St Davids Park Carmarthen SA31 3HB 01267 234567 


 
	
	


	Interests

	Hobbies & Interests, I am a member of a Martial Arts Class and practice karate and Tai Chi. I enjoy playing the keyboard and have recently passed Grade 4 in the London College of Music exam. Previous school governor in Bancffosfelen and Saint Mary's primary school.


 
	
	


	Languages

		English: First Language

	Welsh: 	C2 
[image: ]
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	Welsh language

	· Gallaf siarad yr iaith Cymraeg yn rhugl.
· Rwy'n gallu ysgrifenni a siarad yn yr iaith.
· Mae gen i tgau lefel A* yng nghymraeg.
· Gallaf helps unrhyw cwsmeriaid yn Cymraeg neu Saesneg.
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92 Heol y Banc, Bancffosfelen, Llanelli, Carmarthenshire 
joyjames295@hotmail.co.uk
Carmarthenshire County Council
Ann Thomas
Ty Elwyn Llanelli
SA14 5RE
03 May 2023
Re: Application for Customer Service Benefits Assessor

Dear Sir / Madam,
It's with pleasure that I submit my application to you for the role of Customer Service Benefits Assessor. With skills that closely match the job criteria, I firmly believe I would be an asset to the team.
I bring a strong background in communication, customer service and numeracy skills that matches well with the requirements listed in your Indeed advertisement. I am also advanced in management and continuously seek new opportunities to resolve problems and promote customer loyalty.
I am at present furthering my education by studying a Bachelor of Arts (BA) degree in Business Management at Trinity Saint David University in Carmarthen. This degree continues to add to my extensive knowledge of accounting and I am learning new skills in fields such as human relations and future of business management.
 I am also working part time at Carmarthenshire County Council under the Resources Department. My position as Cashier allows me to liaise with other departments within the Council such as the rents section, council tax, housing benefit and overpayments. My close working relationship with these departments has allowed me to have a snapshot of the services each section provide to the public. This I feel would help me in this position of Customer service benefits assessor.
I am familiar with council tax reduction schemes and during my work as postmistress I have dealt with many queries with external agencies such as the department of work and pensions (DWP). This has given me an insight into some of the problems facing claimants today and would help me in assisting the public with their queries.
My numeracy skills are excellent, a skill I believe will be essential for this position when calculating entitlement claims efficiently. Both the work I have previously done in the Post Office and in my current position as Cashier has meant that I have had to work in line with data protection, ensuring customer confidentiality at all times, this I feel is a skill I possess which compliments this job description. This position has also required me to verify documents for different agencies such as the Passport service or driver vehicle licensing agency (DVLA), this requires accurate and legible annotations to enable external agencies to complete the required process.
 Benefit fraud was always at the forefront when dealing with so many claimants within a busy Post Office, and this experience has made me more aware of any questionable behavior that may indicate unethical conduct. I pride myself on being thorough in my approach to completing any forms and would strive to continue in this fashion should I be successful in this application.
I work well within a team but am also able to prioritise my own workload and am happy to use my own initiative and proceed with any tasks alone.
My previous work experience has meant that I am able to work with the business objectives in mind and aware that certain targets will have to be met to ensure any subsidies due to the Authority is met in a timely manner.
My focus on maximizing productivity and customer satisfaction makes me a great candidate for this position. With a focus on communication, deep knowledge of customer service and strengths in management, my qualifications match well with this position. I work hard to maintain my proficiencies and expand my offerings to support a team, and I will offer this same dedication to your company. You can count on me to be ambitious and go above requirements to bring substantial results to your team.
Hopefully, this cover letter and my CV provide a broad view of my work history. I would love the opportunity to further elaborate on my suitability for the position and am confident that I am a good fit for the role.
Sincerely,
Joy James
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My Zander Letter.               Joy James 2114452

02 May 2023        
To Whom it may concern,
University of Wales Trinity Saint David,
Carmarthen.
Dear Future me,
I am writing this letter to explain how we got to this position of being Proprietor of ‘Tranquil Waters Wellbeing Centre’.

I got to this position because I went on a journey of self-worth. Prior to this I had dreams and plans about what I wanted out of life, Where I wanted to be and how I would achieve it but unfortunately they were just that – Dreams.
I had an inner self doubt that just kept telling me to stay where I was – The job I currently had paid the bills. Why rock the boat for a dream that would never happen?. I could never do it! I could hear the voices of the past echoing in my mind, I could see the flashbacks of personal failures and mishaps in front of me that crushed the smallest glimpse of how my future could possibly change.

That was then.

One normal day, I was watching a video in University about a man Denzil Washington, a famous actor. He was delivering a speech in Pennsylvania, to University Graduates and he was urging them to accept any failure that might come their way and use it as a necessary step to success. He encouraged them to “Fall Forward” in life and use any mistakes or self-doubts as fuel to push ahead and achieve their ultimate goals of success.
I felt so inspired by that speech. That’s when it happened I knew I was worth it and I knew I could do it, Yes I might, well probably would, fail or falter on the way but I was going to “Fall forward”, at least then I would have tried.

I had been looking at a premises which would suit my plans for my wellbeing idea. I phoned the estate agents and put the ball in motion. 
Was I scared? Did I have feelings of regret at starting this mad, exciting adventure – Yes I was, and yes I did, but I kept falling forward and my offer was accepted and I had bought my base.

My base – The start of my empire.

Everything moved so fast from there I found myself painting and cleaning and organizing the Centre until I was physically exhausted. I was organizing people to come and visit the venue on an invitation only open day with the view to hire the allocated rooms for Holistic practices, or Martial Arts, Tai Chi, Aromatherapy classes, Yoga or Reflexology and massage.

This was going to be a Wellness Centre that was going to offer this Gwendraeth Valley and surrounding villages a place where they could find themselves, a place where they could relax and get away from the stresses and strains of everyday life.

The Instructors came to the open day event and they embraced my idea and my dream, I had many signed up to take classes there and then, and over the next few days my phone didn’t stop. The classes were well attended and the Centre became the Hub of the community. It was going to be a success.

But for me it was more than that, this was my dream, a dream I never thought I had the courage to pursue. That inspirational talk in University that normal day changed my life and that is how we got to this position today. That is how self-doubt and low self-esteem was thrown away and replaced by a drive to fulfill our dreams and live the life we were destined to have by always ‘Falling forward’.

Sincerely,

Joy
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