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Job Description
Front Office Receptionist
· Hyatt Regency London Stratford and Hyatt House London Stratford
· Stratford, East London (E15), E20 1GL
· Published: 1 week ago
· £27,039.40 per annum

About Hyatt Hotels London Stratford
Hyatt Regency London Stratford and Hyatt House London Stratford are located in the vibrant Stratford area of East London within Westfield Stratford City, one of Europe’s largest urban shopping and entertainment destinations.
Together, the hotels offer 350 contemporary guestrooms and suites along with 14 versatile meeting and event spaces. The property welcomes a diverse mix of business and leisure travellers and is within walking distance of Queen Elizabeth Olympic Park and the London Stadium.
Dining experiences include Elondi Restaurant & Bar, offering modern British dishes influenced by the vibrant spirit of East London and made with locally sourced ingredients. Colleagues work in a dynamic and fast paced environment supporting both short stay and extended stay guest experiences in one of London’s most vibrant and fast evolving neighbourhoods.
Duties and responsibilities related to the Front Office Receptionist position
· Welcome and greet guests warmly upon arrival.
· Assist with check-in and check-out processes efficiently.
· Handle guest inquiries and provide accurate information about the hotel and local area.
· Manage room allocations and reservations accurately.
· Process payments and maintain accurate billing records.
· Handle guest complaints and resolve issues promptly and professionally.
· Coordinate with other departments to meet guest needs.
· Maintain a tidy and organized front desk area.
· Adhere to brand service standards and procedures.
· Ensure guest satisfaction through exceptional service at all times.
About You 
Previous experience in hotel front office within the luxury segment is preferred. Strong communication skills and familiarity with hotel management software, and proficient computer skills are ideal.
Just some of the benefits you will enjoy as a Front Office Host/ess
· 12 complimentary nights a year across Hyatt Hotels worldwide
· Discounted hotel stays across Hyatt not just for you but also your family and friends from the day you start!
· Free meals on duty
· 50% discount on food and beverages when you dine as a guest at selected Hyatt Hotels
· Uniform provided and laundered complimentary
· Headspace membership and access to our Employee Assistance Programme
· Continuous learning and development opportunities to provide you with a clear career path as well as job promotion opportunities across Hyatt Hotels worldwide
At Hyatt ‘We care for people so they can be their best’. This is demonstrated in our values of Empathy, Integrity, Respect, Inclusion, Experimentation and Wellbeing. Joining us means you will be part of the ever-growing Hyatt family which has 1150 hotels in over 70 countries and is recognised as a Great Place to Work Company!
Being part of Hyatt means always having space to be you. We are passionate about diversity, equity and inclusion. Our global teams are a mosaic of cultures, ethnicities, genders, ages, abilities and identities.
Join a team that is making travel more human. Connected. Sustainable. Here, everyone's role matters. Opportunities are yours to shape. Your individuality is celebrated. At the heart of Hyatt is our shared belief that hospitality is more than just a job – it’s a career for people who care.
Next steps: Apply today for this Front Office Host/ess role and start your journey with Hyatt Hotels London Stratford!
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Zoriana Shpyt
 | 2437386@student.uwtsd.ac.uk 
PROFILE
Organised and hardworking professional with experience in coordination, administration, and customer service. Skilled in system management, staff onboarding, and problem-solving in fast-paced environments. Currently studying Business Management while working full-time, demonstrating strong time management and commitment. Seeking a receptionist role to provide efficient front-desk support and excellent customer service

EDUCATION & QUALIFICATIONS
Galician College, Ukraine – A-level degree Law department                                                             2014-2018
University of Wales Trinity Saint David - Bachelor`s degree Business Management	  Jun 2025-Present
WORK EXPERIENCE
Financial analyst/cashier at office | LTD GPL, Ukraine                                             Jun 2018 to May 2022
Floor Coordinator | LTD Luxury Linen, UK	Aug 2022 to Mar 2026
Large commercial laundry factory which collaborating with core hotels and restaurants in London.
· Register and pack new stock, collaborate with other departments
· Contributed to improved workflow efficiency and reduced operational delays
· Identified and resolved system and operational issues, minimising disruptions to workflow
· Acted as a key point of communication between departments, improving coordination and problem-solving

ADDITIONAL INFORMATION
Training – Excel Course 1 month  [2018]
Languages – English, Ukrainian, Polish
Technical skills 
· Digital skills
INTERESTS
Personal development and learning new skills 
Improving organisational and planning skills
Technology and system-based work
Studying business management and developing professional skills

REFERENCES

Cover Letter
Zoriana Shpyt
2437386@student.uwtsd.ac.uk
Hiring Manager, 
Hyatt Regency London Stratford
Westfield Avenue, London E20 1GL
20.03.2026

Dear Hiring Manager,
I am writing to express my interest in the Front Office Receptionist position at Hyatt Regency London Stratford, advertised on your website. With a strong background in coordination, administration, and customer service, I am confident in my ability to contribute to delivering an exceptional guest experience.
In my current role as a Floor Coordinator at LTD Luxury Linen, I work in a fast-paced environment supporting high-end hotels and restaurants across London. This role has developed my ability to manage multiple tasks efficiently, communicate effectively across departments, and resolve operational issues promptly. I rgular act as a key point of contact, ensuring smooth coordination and maintaining high service standards.
Previously, as a Financial Analyst/Cashier, I gained valuable experience in handling transactions, maintaining accuracy, and providing proffesional customer interactions. These experiences have strengthened my attention to detail, organisational skills, and ability to remain calm under pressure.
I am currently studying Business Management while working full-time, demonstrating my commitment, strong work ethic, and excellent time management. I am particularly rawn to Hyatt Regency due to its reputation for outstanding service and proffesionalism, and I would be proud to contribute to your front office team.
I am enthusiastic about the opportunity to provide a warm welcome to guests, ensure efficient front-desk operations, and deliver the high level of service expected at Hyatt Regency London Stratford.
Thank you for considering my application. I would welcome the opportunity to discuss how my skills and experience align with your team.

Yours faithfully,
Zoriana Shpyt
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