[bookmark: _Int_TmlUJzpX]Job: Hilton Cardiff Hotel receptionist
Job type: Full time
Pay: £19K - £25K per year
Expected hours: 40 hours per week 

Company Information:
Hilton is a global hospitality firm with branches open in over 130 different countries and territories. Hilton has been in business since 1919 and has an impeccable reputation worldwide as a luxury resort chain. With over 8000 properties worldwide. Hilton Cardiff is a reputable luxury hotel boasting an impressive 5 stars.

Job description:
We are looking for a professional and customer-oriented individual to work at our front desk as a receptionist. As a hotel receptionist you will be the first person to assist the customers, ensuring they receive exceptional customer service. 


Key Responsibilities:
· Greet customers, patrons, or visitors.

· Report maintenance or equipment problems to appropriate personnel.

· Distribute materials to employees or customers.

· Make travel, accommodations, or entertainment arrangements for others.

· Verify accuracy of financial or transactional data.

Requirements:
· Bachelors in hospitality or Tourism
· Previous work experience in a similar setting
· IT skills
· Collaborative skills
· Adaptability in high stress situations
· Fluent in English and French
· Knowledge of local attractions

Benefits:
· Paid time off
· Flexible scheduling
· Health insurance 
· Travel benefits
· Career advancement opportunities




                                                                                      CV

Solomon-Mihai Cirpaci

2322596@student.uwtsd.ac.uk

Career Profile: 
I am a highly experienced and dedicated receptionist with a proven track record of providing excellent customer service. I excel in communication and collaborative skills. I have previous experience in similar fast paced work environments, making me highly adaptable.

Education:
2014-2017 | Bachelor of Arts in Hospitality | University of Wales Trinity Saint David

Work History:
2021-Present | Receptionist | Clayton Hotel Cardiff
· Respond to customer inquiries via telephone, email, and in person
· Schedule and managed appointments
· Greet customers and visitors in a professional and friendly manner
· Answer and direct incoming calls to the appropriate individual or department
· Complete check-ins and check-outs
2019-2021 | Receptionist | Angel Hotel Cardiff
· Follow hotel policies and guidelines to ensure guests safety
· Help guests with special requests
· Recommend local attractions to guests
· Advise guests on room types, services, and rates
2017-2019 | Bell Attendant | Vale Resort
· Handling and delivering guest’s luggage
· Escorting guests to their rooms
· Collecting room keys

Skills:
· Fluent in English and French
· Proficiency in Acuity Scheduling and Microsoft Outlook
· Multitasking
· Adaptability
· First Aid Certificate
· Customer Service


                         Cover Letter

Dear Muhammad, 

I am writing to express my interest in the Hotel Receptionist opening at Hilton Cardiff. I am a highly experienced professional in the hospitality and customer service industry with over 7 years of experience in similar work environments. I have long been interested in the Hilton as not only a luxury hotel and resort chain, but also for its legacy of over 100 years of exceptional customer service. I am confident in my abilities that I can uphold not just the hotels, but the firm's reputation with high value clients. I believe my addition to your team will be substantial as I have a proven record of accomplishment of excellent customer service, and I am extremely familiar with the local attractions.
In my previous roles as a front desk receptionist ive cultivated a vast array of skills including multitasking, adaptability, computer literacy, and problem solving. I am confident that I have all the requirements needed for this job. Thank you for reading this and considering my application. I will eagerly be awaiting a response from you.
Kind regards,
Solomon-Mihai Cirpaci
