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Personal profile.
I’m a highly motivated, enthusiastic and a reliable individual. I possess a great skill in customer services which has increased my knowledge in work ethics, clear communication and adaptability. I’ve been able to develop these skills throughout my years of experience in customer service roles. I can use my social skills to work effectively using my own initiative where required either when working individually or as part of a team.

Skills and Attributes.
· Can accept and handle responsibility.
· Excellent interpersonal skills.
· Works well with policies and procedures.
· Self-motivated and enthusiastic.
· Speaks well and listens effectively.
· Excellent Leadership skills.

Work History.
KFC Team Member. 4th September 2016 – 04th April 2017
Responsibilities:
· Till and Drive-thru greeting and taking customer orders. Serving with a smile.
· Working in a team. At times leading a team to a goal.
· During a busy rush I ensured things were stocked and tidy as well as orders were being handed out as soon as they were ready.
· Cleaning the entire store, ensure the store is stocked and tidy.

JD Sales Assistant.  6TH November 2017- 2nd January 2018
Responsibilities:
· Ensuring stock room is clean and tidy.
· Ensuring clothes are on the rails in order.
· Checking the floor is tidy and looking after customers.
McDonald’s Crew Member. 13th April 2018- 15th September 2018
Responsibilities:
· Taking orders on till.
· Working in Kitchen.
· Keeping up with targets.
· Doing E-learning.
· Helping customers.
· Keeping up to date with any new crew information.
Chopstix Team Member.  1st January 2019- 09th July 2019
Responsibilities
· Working tills and serving with a smile.
· Working in a team and being a leader at times by ensuring that orders that were placed were given out as soon as they were ready even during the lunch rush.
· Ensuring the entire place was tidy such as clean trays and tables to keep them hygienic and usable again for customers.
· Ensuring customers had the best all round experience such as having fast and friendly service and good quality food and drink.
· Checking the floors have been swept and mopped and ensuring the workplace for my colleagues is safe and eliminate and potential risks or hazards visible on the shop floor.

Airparks Receptionist. 30th August 2019- 31st May 2020
Responsibilities:
· Checking in cars.
· Answer phone calls.
· Emailing other airparks and airports.
· Dealing with complaints.
· Reporting everything to a manager.

Tesco Customer Service assistant 18th November 2020- 1st May 2021
Responsibilities:
· Doing checkouts and tills.
· Cash Handling.
· Dealing with customers.
· Worked on the clothing line.
· Stocking up.
· Ensure surfaces are efficiently clean enough to be worked on.

Hotel  31st May 2021- Present
Responsibilities:
· Checking customers in.
· Manage Guest bookings and reservations
· Dealing with customer complaints.
· Replying to Emails.
· Assist with administrative tasks.

Work Experience.
Peacocks.
My duties involved assisting customers in selecting outfits and meeting their needs, stock replenishment, keeping the store tidy and advising on additional products that suited their purchases.
Jazzy Kids (Nursery).
My duties involved helping toddlers and kids by delivering a wide variety of activities and ensuring health and safety was priority. I developed their vocabulary by reading and talking to them and at the end of each day I had to give feedback to the manager so that she could inform the children’s parents.

Education History.
Holte Visual and Performing Arts College 2nd September 2009- 20th July 2014
· English –B
· Mathematics –C
· Science /BTEC- Distinction
· Religious Education – B
· Physical Education –B
· Music Performance –A
· Skills Force –PASS
· Ceramics-A









Cover letter 

Dear Sir/ Madam
 
I am looking for a reception manager/supervisor role. As you will know from my enclosed CV I have the relevant experiences and skill sets required in order to do this job.
 
The skills and attributes I have and possess are good communication skills, great team working skills as well as good planning and organisation skills in order to each my targets and goals. I am a well motivated driven person I can not only motivate myself but I can also motivate a team.
 
I also have good team working skills. I have very good organisational and planning skills as I have achieved different targets within the time set. 

I firmly believe that I can make a positive impact to your company and I have enclosed my CV provide more information on my skills and experience. I would welcome the opportunity to meet with you for a in-depth discussion and I will make myself available at your first convenience as I am fully flexible.
 
Yours faithfully, 
Neli Aktar








Job Description.
Reception Manager- job post
Hilton

Here there's always (a) room for you!

WELCOME TO A WORLD OF OPPORTUNITIES - No two days or two hotels are the same, but our spirit and passion for hospitality always brings all our teams together to create a culture of inclusiveness, positivity and drive to achieve our common goal. "To share the light and warmth of hospitality". With amazing training, resources and support from both managers and colleagues, there is always an opportunity to develop and grow.

A WORLD OF REWARDS

· Free, healthy and high quality meals when on duty
· Personal Development programmes designed to support you at every step of your career
· A chance to make a difference through our Corporate Responsibility programmes - Find out what and how we are doing (https://cr.hilton.com)
· Team Member Travel Program: discounted hotel nights plus 50% off Food and Beverages (subject to individual outlets)
· Team Member Referral Program
· Discounted dental and health cover
· High street discounts: with Perks at Work
· Free car park
· Holiday: 28 days including bank holidays (increasing yearly to up to 33 days)
· Modern and inclusive Team Member's areas

You will join the Front Office team, working in the Reception area of the hotel.

You enjoy creating memorable experiences for our guests, ensuring the warmest welcome, demonstrating exceptional levels of customer service and great.

Are you friendly, positive, passionate and eager to be part of a team of likeminded professionals? Then this is the job for you!

Want to know more about this job?

Contact Zoe directly in our Recruitment Team on Zoe.Slack@Hilton.com

WHAT MAKES US SPECIAL IS WHO WE ARE, AND WE ARE HILTON!

H ospitality I ntegrity L eadership T eamwork O wnership N ow.



