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JOYCE KUMI
28 Murray close, Nottingham , NG5 5UX
Phone: 07841391960 /  07377073123 Email: fosua955@gmail.com
 
PERSONAL PROFILE
A self-motivated, polite and hardworking individual who works effectively both within a team and individually using own initiative to ensure targets and deadlines are achieved. Looking for an opportunity to implement and develop existing skills within an organisation that appreciates loyalty and commitment. With a determination to succeed and a focus on personal development is always willing to undertake any training necessary to ensure a consistent outstanding performance.  
EMPLOYMENT HISTORY
 September 2022- March 2024 
 EA sports Network
Secretary 
		Organised complex global business travel arrangements
		Maintained electronic filing systems and databases, streamlining document retrieval and improving office efficiency
		Coordinated large-scale franchise meetings, prepared agendas, and tracked action items to ensure leadership team alignment
October 2015 – July 2022
Hairdresser and cosmetic shop owner 
Divine hair and beauty
· Interacting with customers and solving customer service issues
· Assigning tasks, monitoring staff performance
· Provided excellent hospitality skills to customers and enjoyable stay at my shop 
March 2014 - September 2015 
Agency support worker
Newsman centre
· Assessing the needs of a client
· Providing emotional support by talking and listening to their problems and concerns
· Helping client with their daily task both inside and outside their home
  
January 2012 – February 2014 
Customer Service Assistant  - William Hill Betting 
· Provided warm welcome to customer entering the shop
· Placing and paying bets during busy periods in an efficient manner
· Dealing with incoming telephone calls and resolving queries 
· Checking daily cash account register and conducting regular safe checks
 
July 2009 – December 2011 
Volunteer Administrator - Women’s Counselling service
· Handling and resolving patients queries whilst demonstrating ability to handle difficult patients professionally
· Typing letters and sending to patients on the waiting list to remind them of their appointment
· Liaising with customers and general administration duties such as filling, photocopying, and faxing
 
September 2007 – July 2009 
Customer Service Host First Group Plc.
· Handling and resolving over a hundred customer queries daily 
· Dealing with upset and irate customers resolving issues 
· Interacting with customers providing information for products or services
· Selling tickets to customers, negotiating and receiving payments from customers
EDUCATION AND TRAINING
2025-2026
University of Wales Trinity Saint David
CERTHE Business Skills for the Workplace
2013 Air Cabin Crew Management
(CPC Learn) Diploma
 2005 – 2006 IT Skills 
Leeds city college
1999 - 2002 GCSE’s
St Monica’ s secondary school, Ghana
 SKILLS PROFILE
· Analytical and problem solving skills
· Ability to remain calm and professional when working under pressure
· Excellent team player
· Negotiation skills 
· Confident telephone manner 
· Excellent verbal and written skills through working as customer service
Certificates
(CPC Learn) Diploma
Level 2 IT Skills 
GCSE’s
HOBBIES AND INTERESTS
I spend a lot of my time reading Financial Times and like to analyse and study trends and which companies are succeeding. I am also a volunteer and Youth leader organising activities and travelling when I am able to.
REFERENCES
Available on request
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Nottingham
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+447377073123
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Hiring Manager Name?

Hiring Manager

Travelodge Nottingham Central
Nottingham NG1

Dear Hiring Manager,

I would like to apply for the position of Night Reception Team
Member (Part-Time) at the Travelodge Nottingham Central
hotel. This position would be suitable for me as I am looking for
a job within the hospitality industry where I can develop my
customer service skills. I am hoping to start a career within the
hotel industry and work hard as a reliable and positive member
of a team.

I am particularly interested in the position of Night Reception
Team Member of Night Reception Team (Part-Time) at the
Travelodge Nottingham Central Hotel. I believe that the hotel
and the chain have a reputation of delivering the best customer
service and providing the friendliest welcoming atmosphere to
all their guests. I am a person who enjoys dealing with people of
all backgrounds. I am approachable, professional, friendly and
am confident that I deal with people’s queries in a polite,
courteous and helpful manner. I believe I have all of the
necessary skills, responsibility, attention to detail and ability to
remain calm in situations of pressure to manage dealing with
situations that may arise during late night/early morning shifts as
a Night Receptionist.

Throughout my previous employment and study, I have gained
many skills including communication, problem solving and
organization skills, both working within a team and
independently. I am a very quick learner, able to pick up any
systems or procedures required for the role, and flexible to work
a variety of hours, including night shifts. Furthermore, I am very
aware of the importance of maintaining a safe, secure and
welcoming environment for all guests at all times of the night.

Thank you for your time and consideration in reading my
application. I look forward to hearing from you in due course
and to exploring how I can contribute to the hotel and deliver a
positive experience for all guests at Travelodge Nottingham
Central.

Sincerely,
Joyce Kumi’

Enclosure




