Diana Levit
London,UK
Phone:+447474805627
Email:dianalevit2005@gmail.com
Ukrainian







Seeking a position as a hostess in a restaurant or receptionist in a hotel where I can utilize my communication skills, professional customer service approach, and experience working with people.

Education
 • University of Wales Trinity Saint David London
Bussines  course 2025-2028
Waltham Forest College, London
Intensive English Language Course, 2022–2024
 • Kyiv College of Choreography
Diploma in Choreography, 2020–2022

Work Experience

Cashier
ZARA, London
2022 – 2025
 • Provided high-quality customer service, ensuring client satisfaction.
 • Assisted customers with their needs, including translation for non-native speakers.
 • Effectively handled complaints, striving to resolve them to the customer’s satisfaction.
 • Managed cash transactions, including opening and closing the register.
 • Performed tasks on the shop floor and in the stockroom.
 • Quickly adapted to new procedures and learned new processes.

Receptionist 
Orrery restaurant, London
2025-2026


· Delivered excellent customer service and created a welcoming atmosphere for guests
· Manage booking, phone calls and organised seating in a busy time
· Worked closely with front-of-house team to ensure smooth daily operations
· Supported team members during peak hours to ensure amazing service


Key Skills

 Excellent communication and customer service skills.
 • Strong organizational and time-management abilities.
 • Fluent in English and Ukrainian.
 • Quick learner and adaptable to new environments.
 • Team player with the ability to work independently.
   Personal Qualities
 • Punctual and responsible.
 • Friendly and polite in customer interactions.
 • Resilient and capable of resolving conflicts efficiently





Cover Letter
Dear Hiring Manager,

I am writing to apply for the position of Reception Manager. I have hands-on experience working on reception and in customer-facing roles, and I am confident in my ability to provide excellent service and manage front desk operations efficiently.

Through my experience working at reception, I have developed strong communication, organisational, and problem-solving skills. I am comfortable dealing with guests, handling bookings, answering inquiries, and ensuring a smooth and welcoming environment. In addition, my experience working on the floor as a waiter has strengthened my ability to work under pressure, multitask, and deliver high-quality customer service in fast-paced environments.

I am a reliable and friendly person who enjoys working with people and creating positive first impressions. I am particularly interested in this role as it allows me to combine my customer service experience with leadership responsibilities and continue developing professionally.

Thank you for considering my application. I would welcome the opportunity to discuss how my skills and experience match your needs.

Yours sincerely,  
Diana Levit
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Reception Manager needed for London Corporate Accountants in the City. You would be managing one
other receptionist and this is a hands-on role, so you would also be providing excellent reception and front of
house customer service. This is an excellent opportunity to be involved in a very exciting company with a
vibrant atmosphere. As their reception manager & ambassador creating that first impression, you would also
be booking in lunches with the catering team, and carrying out diary management. This firm has excellent
benefits offered including great Bonus and Private Health. Previous FOH receptionist experience from either
a company, or a 4 or 5* Hotel, or ex-cabin crew experience welcome.

Reception Manager Duties:

Managing one member of the reception team
Organising rotas, being the lead in important situations

Overseeing the switchboard and being the firms ambassador for some incoming calls
Screening telephone calls and forwarding messages

Meeting and greeting in a warm, friendly manner to clients, staff and visitors

Utilising the meeting room calendar / meeting room software

Setting up conference calls

Overseeing the catering team who are setting up/clearing meeting rooms ensuring that the cleaning
teams have kept the space tidy at all times

Booking lunches, liaising with hospitality teams for drinks and lunches for guests

Keeping check on office supplies and ordering if necessary

Assisting PAs and Directors where possible

Booking Travel and Accommodation
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00 manka
2* Mowmpero ans Bac Requirements:

& Brnapku iCloud )
« Previous FOH supervisory experience




