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75WPM Typist
Microsoft Office Suite
Conflict Management
Point of Sale (POS) Terminals
Problem Solving
Team Leadership
Linkedin.com/in/username
(123) 456-7895




VictoriaClark@gmail.com
45 Winfield Dr., Charleston, SC, 90764



CONTACT

AWARDS





Experienced hospitality worker (6+ years) with a B.A. in Hospitality Management. Proven ability to run a hotel front desk, keep customers satisfied, and resolve conflicts. Responsible, knowledgeable, and technically savvy, the perfect candidate your Hotel Front Desk Manager job.
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PROFESSIONAL EXPERIENCE


FRONT DESK CLERK
Old South Inn / Charleston, SC / 2016 - Present







EDUCATION

· Greet and register guests in a 200+ room hotel using a Point of Sale (POS) Terminal, memorizing faces and names to ensure personalized service throughout guest stays
· Maintained a 95% customer satisfaction rating over two years, covering categories such as friendliness, efficiency, helpfulness, and knowledgeability
· Balance daily $5,000-$10,000 in cash at end of shift and create reports to ensure accurate accounting of all transactions
· Trained two new front desk clerks in using POS Terminals, room inspection, providing guest services, and confirming online room reservation services
· Take and confirm reservations over phone, email, Airbnb, and in person, ensuring no reservation overlaps or hotel over-booking 
· Refer and report customer inquiries and complaints to the appropriate departments, and offered free items and services to dissatisfied customers
· 


B.A. HOSPITALITY MANAGEMENT
The College of Charelston  Charleston, SC / 2015





 A.A. SOCIOLOGY
The College of Charelston  Charleston, SC / 2013


KEY SKILLS






BELLHOP
Charleston Place Hotel  /  Charleston, SC / 2012 - 2016








· Transferred luggage, trunks, and package to and from rooms, loading areas, and vehicles by hand or using baggage cards in a 400+ room hotel
· Supplied guests with directions, travel information, and other information such as available services and points of interest
· [bookmark: _GoBack]Trained 4 new bellhops to do room maintenance, customer service skills, and cleaning tasks
· Assisted physically challenged travelers and other guests with special needs
· Delivered messages and room service orders, and ran errands for guests





EMPLOYEE OF THE MONTH
Old South Inn
May 2017

	
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]
Dear Job Seeker,

PLEASE note that you *must* install the font files to make this resume template work. It’s very simple to do – just follow the instructions in the “Read Me” file in the Zip file you downloaded this template from.

If you’re struggling to write your resume, don’t worry. You’re in good company – everyone struggles with it. For a high quality resume that will land you employment, we recommend consulting the certified experts at Resume Writer Direct.

Or, here’s some other content that might help you finish your resume.

· Free Resume Builder
· How to Write a Resume
· Resume Samples by Industry

Oh, and by the way, you’re also going to need a cover letter.

· Cover Letter Builder
· How to Write a Cover Letter
· Cover Letter Examples by Industry
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