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Job Description

Job Description Welcoming each new and returning guest with personalised and attentive care, you will set the tone for exceptional service. Here you can take your role beyond checking people in and out. Sharing your knowledge and love of our region, you will anticipate guests’ needs and offer recommendations that make their stays even more special.

Key Responsibilities 
· Go above and beyond to exceed guest expectations and ensure every stay is a cherished experience.
· Provide smooth and personalised check-in/check-out services while attentively managing guest preferences and requests.
· Collaborate with other departments to maintain seamless communication for flawless guest experiences.
· Answer calls and respond to emails efficiently and professionally.
· Process payments and maintain meticulous records of all financial transactions.
· Ensure the front desk and lobby areas are always well presented and welcoming.
· Handle guest information with the utmost care and maintain strict confidentiality standards.
· Embody the essence of our distinguished brand through impeccable conduct and a welcoming demeanour. 
Qualifications 
· Previous experience in a similar role within the hospitality industry is preferred.
· Excellent interpersonal and communication skills, with a friendly and approachable attitude.
· Strong organisational skills, with great attention to detail.
· Proficiency in Opera is highly desirable.
· A passion for delivering exceptional customer service.
· Fluent in English; additional language proficiency is a plus.
· Availability to work flexible hours, including weekends and holidays.
· Please note you must be entitled to work in the UK as this position is not eligible for sponsorship. 
Additional Information

Discover a world of unparalleled perks tailored just for you:


· Competitive compensation package, including departmental incentives and annual bonus of £1.300,00 per year.
· Free Stays in the UK or Ireland (4 nights/year) – Create unforgettable memories with your loved ones.
· Employee Benefit Card – Discounted rates at Accor properties worldwide.
· Sofitel Experience – Enjoy a luxurious night at our hotel, complete with a delightful breakfast.
· Complimentary Meals While on Duty.
· Special Rates in F&B, Rooms & Spa – Treat yourself to luxury at unbeatable prices.
· Be Part of the Largest Hospitality Group in Europe.
· Exceptional Training and Development Opportunities through Apprenticeship Program.
· Global Growth Opportunities.
· Employee Assistance Program with 24/7 GP Access – Your well-being is our priority.
· Social Events and Activities. 
Bring passion and dedication to excellence, and we will recognise your contribution with a variety of benefits, rewards and development opportunities. We also offer a range of wellbeing initiatives, including apps with content to help you feel at your best. Join us, and you can thrive as an individual as well as being part of a supportive and inclusive team.




CV
Génesis Daniela Llaguno Arteaga
London, UK | 07493572369 | danielallaguno_@hotmail.com | 03/10/2005.
PROFILE
Motivated and hard-working professional with experience in customer service, hospitality,
and cleaning roles. I began working at the age of 16, developing strong skills in teamwork,
communication, organisation, and working under pressure. Currently studying Business
and Skills for the Workplace and seeking opportunities to grow professionally, contributing
reliability, flexibility, and a strong work ethic.
WORK EXPERIENCE
Team Member / Barista – Pret A Manger (London, UK) — Oct 2021 – Jan 2023
• Started as Team Member and promoted to Barista.
• Served customers in a fast-paced environment.
• Handled payments, stock, and company procedures.
• Prepared hot and cold drinks to brand standards.
• Maintained cleanliness and supported team targets.
Cleaner – Zing (School) (London, UK) — Jan 2023 – Mar 2023
• Completed daily cleaning duties in classrooms and communal areas.
• Maintained hygiene and safety standards.
Housekeeper – Kingsbridge (EDF Offices) (London, UK) — Jun 2023 – Sep 2024
• Responsible for cleaning and housekeeping in office spaces.
• Ensured high presentation standards.
• Worked independently following guidelines.
Cleaner – Churchill (BCLP Law Firm) (London, UK) — Sep 2024 – Present
• Maintained high cleaning standards in a professional environment.
• Supported organisation of office areas and meeting rooms.
Catering, Barista & Hospitality Assistant – Premier Crew (CH&CO; / Vacherin
London) (London, UK) — Nov 2025 – Present
• Assigned to multiple roles: Barista, Hospitality Assistant and Cloakroom.
• Prepared and served hot/cold beverages.
• Assisted with food service, events and customer support.
• Maintained hygiene, organisation and flexible support.
EDUCATION
University of Wales Trinity Saint David — Business and Skills for the Workplace (Jun
2025 – Present)
Southwark College — Entry 3 ESOL (2022 – 2023)
SKILLS
• Customer service & communication
• Teamwork and flexibility
• Organisation & time management
• Reliability and punctuality
• Attention to detail
• Ability to work under pressure
LANGUAGES
• Spanish – Native
• English – Entry 3 / Level 1




Cover Letter 
Dear Hiring Manager,
I am writing to apply for the Front Office Receptionist position at Sofitel London St James. I am interested in this role because i enjoy helping people and giving good customer service. I am friendly, polite, and i like working with different people.
In my previous jobs, i have worked in busy places and helped customers. I have learned how to communicate well, work with a team, and stay calm when it is busy. I am responsible, organised, and always try to do my work in a professional way.
I would like to work for Sofitel London St James because it is a well known hotel and it offers high quality service. I would enjoy welcoming guests and helping them have a good experience.
Thanks you for considering my application. I would welcome the opportunity to discuss my application in an interview.
Yours sincerely,
Genesis Daniela Llaguno Arteaga.
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