CRIMINALITY EXECUTIVE
MONIQUE JOYTI KIRAN	T:07304060202	E:MONIQUE_KIRAN@YAHOO.COM

PROFILE
I am a self-motivated professional with experience in finance and screening, working remotely since Covid. Reliable, focused, and quick to adapt. Proficient in MS Office, Excel, Outlook and Teams, using these tools to communicate with colleagues in real time. Self-motivated and reliable, working effectively both independently from home and as part of a team, consistently hitting daily targets and goals.
SKILLS
Attention to details / Outgoing / Adaptable to change / Good under pressure / Confident / Organize / Customer and client focused
HOBBIES
GYM / Photography / Traveling / Cooking / Dancing
	EXPERIENCE
May 2023 – present
	
MATRIX SECURITY WATCHDOG
Criminality Executive
I specialize in DBS checks where I am responsible for conducting comprehensive checks on individuals to access their criminal history and suitability for specific roles or positions. I’m also given the  opportunity to support new starters and train them in different sectors of out department. One of my main duties is setting up new organisation on our system for them to be able to carry out identity check for their employees to enable me to progress the applicant’s application to the DBS for the final checks before certificates are issued to the applicant.

	March 2021 – April 2023
	SIGMA FINANCES
Energy Specialist
As an energy specialist I provided expert guidance and support to customers regarding their energy needs, consumption patterns and sustainability goals. I would often help my manager carryout quality checks by listen to the advisor’s recorded conversation and give them feedback to improve their customer service skill and phone adequate. I would also be the note taker when interviews were conducted.

	August 2019 – March 2021
	COSTA COFFEE
Keyholder
I played a vital role in ensuring the smooth operation of opening and closing the store and carrying out stock checks. I would supervise team members to uphold our brand standards and exceed customer expectations


	March 2016 – July 2019
	HILTON GARDEN INN
Assistant
working in the bar, restaurant, housekeeping, and room service, plus supporting reception duties. Delivered friendly, professional service to guests at every stage of their stay, from arrival through to departure. Consistently trusted with VIPs and important functions and confidently took the lead on shift when managers were absent. Awarded Best Waitress for Value for dedication, reliability, and excellent standards.



EDUCATION
2026 – Present		UNIVERSITY OF WALES ST TRINITY DAVIS
			CertHe Business Skills for the Workplace

2007 – 2007		OCR IMPROVE YOUR OWN LEARNING AND PERFORMANCE
			Level 1 Key Skills – Mathematic

2001 – 2005		HAMSTEAD HALL ACADEMY
			6 Grades A* - D
REFERENCES AVAILABLE ON REQUEST


































MONIQUE JOYTI KIRAN
T: 07304060202   E: Monique_kiran@yahoo.com

FULL-TIME RECEPTIONIST - Hilton Global Foundation
18TH OCTOBER 2026

Dear Hiring Manager,
I am writing with much interest to apply for the full-time Receptionist position in Birmingham. Having already built a strong foundation within the Hilton brand, I am eager to bring my broad hospitality experience, proven reliability, and genuine passion for excellent guest service to your team.
During my previous time at Hilton, I gained hands-on experience across every area of the business working in the restaurant, bar, meeting rooms, conferences, private functions, room service, and housekeeping. This has given me a real understanding of how a hotel operates from front to back of house. I was proud to be awarded Best Waitress for Valor Hospitality and attend the awards evening. I was always personally requested by managers and supervisors to look after high-profile clients and VIPs as I have a proven track record of delivering the highest standard of care and professionalism. On many occasions, I took the lead on shift when no manager or supervisor was available, ensuring everything was run smoothly, confidently, and safely.
I love working in a busy, fast-paced environments and I am a great team player. I know that great hospitality works the team support one and other. I have collaborated closely with colleagues across all departments to resolve challenges calmly and make sure every guest leaves with a highest level of impression. I am friendly, approachable individual with being experience being the first face of contact as the guests walk into the reception area as I will always be ready to greet guests, answer questions, and help with whatever they need.
I am genuinely passionate about this industry and proud to represent well-known, trusted brands. I am eager to build on my experience and knowledge, develop new skills, and contribute to a welcoming, supportive team culture here in Birmingham. I am reliable, dedicated, and ready to give my all to every shift.
Thank you for considering my application. I would love the opportunity to discuss how my experience, leadership, and commitment to excellence make me the right fit for your reception team. I look forward to hearing from you.

Yours sincerely,
Monique Joyti Kiran


	JOB ADVERT

LINK 1: Receptionist (Full Time) in Birmingham at Hilton Global Foundation | Apply now! – StudySmarter – Talents

LINK 2: hotel receptionist jobs in birmingham - Google Search
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Receptionist (Full Time)
Hilton Global Foundation - Birmingham - via Talents By StudySmarter

E2 £20.8k-£31.2k ayear @l Full-time 04 No degree mentioned

Apply ctly on Talents By St

Job description

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.

AWORLD 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\)

- 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
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- Free car park X
« Subsidised Taxi between 12am and 7am

- Holiday: 28 days including bank holidays (increasing yearly to up to
33 days)

« Guest Experience Day\: 1 night stay with breakfast and dinner

+ Modern and inclusive Team Member's areas

Rate of pay: £10/ hour

Hours: 39 hours per week, flexibility required for early, middle and late
shifts.

“You will join the Front Office team, working in the Reception area of
the hotel, greeting customers and ensuring a pleasant welcome to 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

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

Hospitality Integrity Leadership Teamwork Ownership Now

Never just stay. Stay inspired. Smart luxury is at the core of everything
Conrad Hotels & Resorts does. We are the destination of a new
generation of smart luxury travellers for whom life, business, and
pleasure seamlessly intersect.




