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School leaver looking for a full-time retail or customer service role
[Town], [first half of postcode, e.g. LS6] · [email] · [mobile] · Available to start: [date]
PERSONAL STATEMENT
Reliable and friendly school leaver with two years of part-time work in a busy supermarket, where I serve up to 300 customers on a Saturday shift and have been trusted to train new starters. I have just finished my A-levels and I am looking for a full-time role in retail or customer service where I can keep learning and work towards a supervisor position.
EDUCATION
[Sixth form or college], [Town]	Sep 2024 – Jun 2026
A-levels: Business (B), English Language (C), Psychology (C).
[Secondary school], [Town]	Sep 2019 – Jun 2024
9 GCSEs at grades 9–4, including English Language (6), Maths (5) and Combined Science (5-5).
WORK EXPERIENCE
Customer Assistant (part-time), [Supermarket], [Town]	Jun 2024 – present · 12 hours a week
1. Serve customers on the tills and self-checkout area, handling cash and card payments accurately; my till has balanced at every end-of-shift count.
1. Help customers find products and deal with simple complaints and refunds, calling the supervisor when something is outside my authority.
1. Restock shelves and check use-by dates against the store's rotation rules, so reduced and waste items are caught before opening.
1. Chosen to show four new starters how the tills and stock rotation work during their first shifts.
1. Cover extra shifts at Christmas and during exam leave, often at short notice.
Work experience placement, [Local business, e.g. estate agent], [Town]	Jul 2023 · 1 week
1. Answered the phone and booked viewings in the office diary, taking clear messages for the negotiators.
1. Updated property details on the office's listings spreadsheet and filed paperwork.
1. Greeted visitors and made sure they were seen by the right person, keeping the reception area tidy.
Volunteer, [Charity shop], [Town]	Sep 2022 – Jun 2024 · Saturday mornings
1. Sorted and priced donations and dressed the front window each month.
1. Served customers on the till and explained Gift Aid to donors.
1. Helped run two Christmas fundraising stalls that raised £640 for the charity.
SKILLS
Customer service: serving customers, dealing calmly with complaints, cash handling, card payments and refunds.
Teamwork and reliability: two years without a missed shift; trusted to open the tills on my own at weekends.
Communication: explaining things clearly to customers of all ages, taking accurate phone messages, and passing on handovers at the end of a shift.
IT: Microsoft Word, Excel and Outlook; Google Docs; confident using tills and stock handsets.
ACHIEVEMENTS AND INTERESTS
1. Duke of Edinburgh's Award, Bronze (2023): two-day expedition, volunteering and a physical section.
1. Play netball for [club] and help coach the under-11s team on Wednesday evenings.
1. Food Hygiene Level 2 certificate (2025), completed through work.
1. Form representative on the school council in Year 10 and Year 11, collecting and presenting my class's views at monthly meetings.
REFERENCES
Available on request. [Optional: name your current manager and the school or college, without contact details.]
