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Customer Service Advisor
· Based in Wolverhampton
· Salary - £24,800 per annum
· 35 hours per week (Monday–Friday, 8:30am–4:00pm with 30-minute lunch)
We are looking for a motivated and customer-focused Customer Service Advisor to join our team in Wolverhampton.
This is an excellent opportunity for someone with previous customer service experience who enjoys working in a fast-paced, member-focused environment and takes pride in delivering high-quality service.
The Role
You will be responsible for handling customer enquiries (face-to-face, telephone, and electronic), processing
account transactions, opening new accounts, and maintaining accurate records. You will ensure every member receives a professional, efficient, and welcoming service.
What We’re Looking For
· Previous customer service experience (essential)
· Excellent communication skills (verbal and written)
· Strong attention to detail and data accuracy
· Ability to prioritise workload and meet deadlines
· Professional, proactive, and customer-focused approach
· Confident using Microsoft Word, Excel, and Outlook
· Ability to work independently and as part of a team
If you are organised, personable, and committed to delivering outstanding service, we would love to hear from you.
Closing date: Friday 27th February 2026
If you would like to apply you will need to fill in the application form and submit a cv - Apply Here Should you have any questions please contact michelle@penny-post.co.uk
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