                        Kimberly Sogbossi 
Phone: 07466406790     Email: Kimberlysogbossi18@gmail.com

Summary: An Organised Proactive and hard-working individual with strong customer service skills. Quick learner who adapts to learn fast to new challenges and enjoys delivering excellent experiences. Confident communicator who works well with both independently and in teams. Highly motivated in results to achieve results. 

Experience: 03/2022 – 08/2022 
McDonald’s Yorkshire Grey Eltham- London 
· Provided high-quality customer service in a fast-paced environment. 
· Accurately took orders and prepared food.
· Maintained restaurant cleanliness and stock levels. 
· Demonstrated strong teamwork under pressure. 

08/2022
Receptionist
Greenwich Peninsula Golf Driving Range – London 
· Delivered excellent customer service as the first point of contact.
· Managing customer bookings using computerised and manual systems 
· Handled payments deposits and golf cart allocation.
· Organised group and family reservation.
· Coordinated player matching and responded to customer requests. 
· Worked effectively as part of a team.


Skills: 
· Excellent customer service and interpersonal skills 
· Proficient in Microsoft Office (Word & Excel) and booking systems.
· Strong verbal communication and public speaking skills
· Teamwork in fast paced environments 
· Problem solving under pressure 
· Highly organised and reliable. 


Education:  
Saint Matthew Academy – 2018
South East London College – London 2022
University of Wales Saint Trinity David 2025/26 

Certifications: 
GCSE’s – Maths Grade 4 
English Grade 4 
Science Grade 3
Travel and Tourism – CertHE diploma Level 2

References:  References available upon request.


KIMBERLY SOGBOSSI
 07466406790 |Kimberlysogbossi18@gmail.com

Recipient
Title Receptionist 
Company Wimbledon Receptionist
Location: Wimbledon 
Date: Tuesday 16 July to Friday 19 June 
Dear Recipient:
Im writing to express my interest in the receptionist position at your company. I am confident that my effective communication skills, positive attitude, and ability to stay organized make me a suitable candidate for this role. 
I enjoy working with a lot of people and take pride in creating a welcoming environment and professional for visitor and client who will be able to join this company. I am very friendly, reliable, and able to manage multiple tasks efficiently, including answering phone calls, scheduling appointments, responding to emails, and providing excellent customer service. I work very well under pressure, pay close attention to every detail, and always keep a professional manner. 
I believe that I’m qualified for this position because I am a very quick learner, dependable, and have a strong organisational and time management skills. I am comfortable in using a computer and office software, and I’m always willing to learn new systems because I love to set myself new challenges. My ability to communicate effectively and solve problems calmly allows me to support both customers and colleagues successfully. 
I am extremely excited about the opportunity to join your team and contribute to the smooth running of your front office. I would really appreciate the opportunity to discuss how my skills and enthusiasm make me a strong fit for this position. 
Sincerely, 
Your Name Kimberly Sogbossi 



