Job title: Receptionist
Location: Hilton Hotel
Job type: Full time Job
Reports to: manager of hotel 

Job Summary:
 This team is a seeking professional, organised and friendly receptionist to join our team. The receptionist is the first one on point of contact for visitors and callers, providing warm welcome and directing inquiries. The ideal candidate will have good communication and customer service skills, as well as the ability to multitask in a fast-paced environment.

Key responsibilities:
1. Greets and welcomes visitors in a professional manner
2. Manages front desk activities and receiving, sorting mail and deliveries.
3. Keeps the reception area ensuring it is always clean and tidy so its presentable and lobby area.
4. Provides accurate and basic information in person and via email/call
Qualifications:
1. Strong verbal and written. communication skills
2. Professional appearance and attitude
3. Excellent organisational and multitasking abilities
4. Customer service attitude and ability to remain calm under pressure
5. Have flexibility to work on holidays and weekends including varied shifts.
6. Experience in MS Office (word, excel, Outlook). 
7. Experience how the hotel system booking process works. 

Working conditions:
May be sitting for too long at a desk for a long period of time.
May be required to to assist in the locker rooms and poolside to clean. 
Office environment
Uniform provided, it’s standard that your appearance is known.

Why join Hilton Hotel?
·  So many opportunities for career development and advancement.
·  Work in a supportive environment, team oriented committed to excellence in hospitality.
· Employee discounts in hotels services and worldwide.
· Employee benefits and competitive salary.
· Flexible hours. 
· Paid time off (including sick days off and holidays).
· Transferable skills. 
· Opportunities for advancement. 

To apply, please send your CV and a short cover letter to NationalWorkplace@Outlook.com , we we’ll get back to you as soon as possible! 
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Cv
Christina Caroline Grunzova 
2434616@student.uwtsd.ac.uk
07308211760
Cardiff, Wales 

Professional summary
Highly professional receptionist, friendly, organised and I have experience in the hospitality industry for over 5 years. Skilled in customer service, managing front desk operations handling guest inquiries with a calm and efficient service and approach. Multitasking in fast paced environments while maintaining positive attitude. Very passionate about welcoming and creating guest experiences and contributing to smooth hotel operations. 
 
Education 
2019-2021 
Certificate/diploma in Hospitality and Customer Service 
2019-2020
Basic First Aid & CPR – British Red Cross 
Experience 
Customer Service assistant 
2021-2022
· Provided friendly and efficient customer service in a high-traffic environment
· Handled complaints, returns, and inquiries with professionalism and care
· Maintained up-to-date knowledge of products and promotions
· Supported administrative functions including data entry and filing
Marriott hotel Edinburgh, Scotland 
2022-2024
· Greet and check in guests upon arrival, ensuring a warm and professional welcome
· Answer phone calls, emails, and in-person inquiries, offering accurate and helpful information
· Manage reservations, cancellations, and updates using hotel booking software
· Coordinate with housekeeping and maintenance teams to meet guest needs
· Process payments and issue invoices, ensuring accurate billing
· Maintain a tidy and organised front desk and lobby area

Key skills 
· Strong interpersonal and guest service skills
· Ability to handle check-in/check-out procedures
· Reservation and booking management
· Conflict resolution and complaint handling
· Knowledge of hotel property management systems (e.g. Opera, Fidelio, Protel)
· Cash handling and payment processing
· Attention to detail and accuracy
· Time management and punctuality
· Multilingual communication (if applicable)
· Team collaboration and support for other departments
· Knowledge of safety and emergency procedures
· Familiarity with concierge services (e.g. taxi bookings, local recommendations)
· Ability to maintain confidentiality and professionalism
· IT literacy (Microsoft Office, email systems, POS software)
· Adaptability in a fast-paced environment
· Positive attitude and a polished, welcoming demeanour
· Organisational and record-keeping abilities
· Telephone etiquette and call handling
· Dependability and reliability under pressure
Languages 
English-fluent
Czech-fluent
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Cover letter 
Christina Caroline Grunzova
Wales Cardiff 
2434616@student.uwtsd.ac.uk
07308211760
Dear hiring manager, 
I am writing to express my interest in the hotel receptionist position at Hilton Hotel, as advertised. With a strong background in good communication skills, a great passion for welcoming experiences, and good customer service, I am confident that I have the ability to positively contribute to your front desk team.
In my previous role as a receptionist at Marriott hotel in Edinburgh Scotland, I handled a wide range of responsibilities including managing bookings, guest checking in and checking out, answering phone inquiries, and also assisting guests with various needs. I consistently received positive feedback from guests, for my professionalism, with a warm helpful demeanour, and attention to details. 
Joining the team at Hilton Hotel would be an amazing opportunity for new experiences and change of career path and to bring my skills to an established with excellent service. I am very eager to contribute to a team environment and support your missing of providing memorable guest experiences. 
Thank you so much for putting in my application in consideration. I would welcome the opportunity to further discuss how my backgrounds aligns with you in person.

Warm regards,
Christina-Caroline Grunzova









