[bookmark: _Hlk224122162][image: ]




Student Name: Elvira De Paula Alfredo
Student ID: 2441352
Module Name: Employability and Career Development
Module Code: (LCLM4006_LON)
Lecturer’s Name: Anita Nan












Elvira Alfredo- Receptionist
[image: Email with solid fill]elvira.1989235@gmail.com                         [image: Receiver with solid fill] 07946384959



PROFILE 
I consider myself as a professional very interested and focused in social relationships, paying close attention to small details in the work environment such as organization and hygiene with working 4 years as supervisor experience. Effective communication is crucial for me in work at work place  mainly in customer service and take ethics and etiquette at work very seriously.  multitasker and I am very productive and organized with to-do lists.
PROFESSIONAL EXPERIENCE
Cashier/ Supervisor: Five Guys                    	                   		2021-present
· Led a team to consistently exceed customer satisfaction targets
· Improved service speed and workflow efficiency
· Successfully trained new staff, improving team performance and reduced customer complaints through strong problem-solving skills
· contributed to increased sales and repeat customer visit

[bookmark: _Hlk224124218]Receptionist: Wall Street English School                                       2017-2020

· Improved customer satisfaction by providing efficient, friendly, and solution focused front desk service.
· Increased student enrolment through effective communication and course promotion.
· Maintained a high level of organisation, ensuring smooth daily operations, built strong relationships with students and visitors, increasing retention rates.    
EDUCATION
Under graduation in Business Administration level 4 
University of Wales Trinity Saint David
	
level 1 English and Maths 
Lambeth College



COURSES
Costumer Service 
Five Guys
Basic IT Skills
Westminster Adult Education Service

SKILLS	
· Professional phone etiquette
· Call screening and message taking
· Email management
· Appointment booking
· Multitasking
· Problem-solving
· Excellent verbal and written communication
· Outstanding greeting visitors and extending a cordial, expert greeting.

LANGUAGES
English
Portuguese
Spanish 

AWARDS

Employee of the month
costumer service

Supervisor of the year best team trainer

                                                







Elvira Alfredo
Mr Collins Brown
European Foundation for Business Qualification
Richmond, London
09/03/2026
Dear Mr/Mrs/Miss/Ms Brown,
I wish to apply for the role of receptionist, currently being advertised on total jobs. Please find enclosed my CV for your consideration. 
As you can see from my attached CV, I have over 4 years’ experience in the administration and customer service industry, and I believe that my knowledge and skills and for this role can contribute for the company in many spec customer satisfaction by providing efficient, friendly, and solutions, focused front desk service and high level of organisation, ensuring smooth daily operations, built strong relationships with visitors, colleagues and customers during this time make me the right/perfect candidate for the role. In my current role as a front desk receptionist at Travelodge hotels, I have been responsible for greeting visitors and extending a cordial, expert greeting, effectively handling the check-in and check-out processes, utilizing hotel booking systems to manage reservations, cancellations, and room assignments, taking calls, answering emails, and answering questions from visitors, correctly, supplying details on transportation, local attractions, and accommodation amenities.
All of this, coupled with my enthusiasm and dedication, problem solving skills effective communication has helped providing exceptional customer service, which helped generate favourable reviews from visitors, effectively handled a large number of check-ins at busy times,  enhanced visitor satisfaction ratings by providing expert assistance,  improved organization helped teach new hires how to handle reception. I am confident that I can bring this level of success with me to your organisation and help to build upon their reputation as one the top companies in this business market. With my previous experience and expertise, I believe my contribution will have positive outcomes and contributions to your company and expectations.
Thank you for attention. I look forward to meeting you for interview.
Your faithfully,
Elvira Alfredo
[image: A screenshot of a computer

AI-generated content may be incorrect.]

[image: A screenshot of a computer

AI-generated content may be incorrect.]
image5.svg
    


image6.png
@il Receptionist Administrator

(5 GoldsmithpersonnelLtd © Haggerston, East London (E8), E84AA (D Permanent (3 Published:1week ago

& £26,000 per annum
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Join Our Team — Receptionist/Administrator (Hackney, London)

Goldsmith Personnel Ltd is a nationwide, 24-hour care agency providing carers, nurses, and healthcare
assistants across the UK. With over 20 years of experience, we continue to grow in response to the
increasing demand for high-quality healthcare services.

As an innovative and forward-thinking company, we are committed to delivering exceptional care through
modern and compassionate approaches. Our clients and staff are always at the heart of what we do, and

we are proud of our strong reputation for honesty, integrity, and excellence.
We are currently looking for a Receptionist/Administrator to join our busy Hackney office.

About the Role
You will be responsible for supporting the office with general administrative duties and being the first

point of contact for visitors, staff, and service users.
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We are currently looking for a Receptionist/Administrator to join our busy Hackney office.

About the Role

You will be responsible for supporting the office with general administrative duties and being the first
point of contact for visitors, staff, and service users.

We are looking for someone who is:

* Reliable and committed

« Organised with good attention to detail

« Confident with IT and administrative tasks

« Able to work well as part of a team

« Previous care experience is welcome but not essential

What we offer:

* Ongoing support and career development opportunities

« Arewarding role where you can make a real impact every day
+ Ongoing training and professional development

« A friendly and supportive working environment

Working Hours:
Monday to Friday, 09:00 —17:00
Location: Hackney, London

If you are passionate about working in the care sector and want to join a dedicated and professional team,
we would love to hear from you.

Apply today or contact us to find out more.
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