
Dear Mrs Michelle Hughes,


It was a great interest for me to see that Human Resources is seeking applications for a new agent in reservations department within the company, Radisson Blu. I am interested to apply for that position so, please accept my resume for review and consideration for this role.
I have a degree in economics and I have been with Radisson Blu Hotel for a total of two years, one in my current position of receptionist and one as a food and beverage assistant. Before coming to Radisson Blu Hotel, I worked in Romania as a sales assistant from where I gained experience in dealing with the customers and handling all forms of payments.
With my experience in diverse departments, I consider I would be an asset for the company to be part of reservations department. In my role as receptionist, I always greet the guests in a respectful and friendly manner while registering them in a room that meets their need. My customer service skills are top of the line and I always try to ensure that the guests are receiving the services they requested.
Working with the same type of software on the front desk, will be easier for me as a reservation agent, to monitor and offer quick responses to all inquiries about room rates and availability of the rooms.
I am highly motivated, having excellent organizational skills as well as having communication skills needed to be in touch with the guests and other hotel staff.
I appreciate your consideration for this position and I will look forward to grow within the company. Please feel free to contact me at 07440208227 and I hope I will have the opportunity to further discuss with you. 


Best regards, 

Daniela Cristina Tone 








Daniela Cristina Tone 

Address: 64 A Cowbridge Road East, Cardiff, CF11 9DU, Date of birth: 11.02.1995
Email: dane_tzone@yahoo.com | Telephone: +44 7440208227
PERSONAL STATEMENT
A highly motivated and well-organised person with one-year experience as a receptionist in hospitality, being able of facing new challenges. Brings positive energy to the workplace and possesses exceptional competencies in sales and service, customer service abilities and working well under pressure with the ability to remain calm and focused on creating a positive image for the company. Driven to succeed; a valuable addition to a forward-thinking company with strong progression opportunities.


KEY ACHIEVEMENTS
· [bookmark: _Hlk57887061]Radisson Blu Hotel: Achieved 95% customer satisfaction score based on feedbacks and reviews on social media
· Radisson Blu Hotel: Won the Star of the year Award (30.11.2020) by handling successfully more than 30 phone calls and emails daily with no complaints during the year
· Radisson Blu Hotel: Succeeded to increase the target revenue on front desk department with sales of 10% more, on breakfast and dinner vouchers
· Radisson Blu Hotel: Achieved an award when I repaired a printer because it led to a cost-saving for company
SKILLS
· A friendly approach with customer service and team working skills
· A good sense of humour
· A high level of patience as shifts can be long and often stressful
· Communication skills and computer/internet skills
· The ability to deal with aggressive or anxious clients
· A responsible and flexible attitude to clients and the job
· The ability to stay calm under pressure
· The ability to think quickly and solve problems as they arrive

EMPLOYMENT HISTORY
09/2019 – Present 
Receptionist/Shift Leader, Radisson Blu Hotel Cardiff
· Provided excellent customer service by promptly answering and directing all incoming calls
· Ordering and distributing office supplies
· Performed a variety of general admin tasks including handling cash and credit payments.
· Logged in and filed incoming documents and client information whilst adhering to GDPR requirements
· Proficient in MS Office programmes and Opera being capable of learning others
· Maintained a hygienic and tidy reception area
· Assist in the training of new receptionists
· Maintain an inventory of vacancies, reservations, and room assignments
· Ensuring guests are checked-in in the correct room
· Creating room keys and master keys for staff
· Completing the checking out process, including the process of payments
· Answer inquiries regarding hotel services and registration by email, by phone and in person, providing information about services available and responding to guest complaints
· Compile and check daily record sheets, guest accounts, receipts, and vouchers using computerised systems
· Daily communication with maintenance team and housekeeping regarding dirty rooms and rooms in need of repair

[bookmark: _gjdgxs]08/2018 – 09/2019
Food and beverage assistant, Radisson Blu Hotel Cardiff
· Performing responsibilities in accordance with all company standards, policies, and procedures
· Establish efficient productivity through assistance from supervisors
· Set tables in assigned area (or check to see that they have been set) correctly and uniformly, using clean, pressed linen, clean unspotted silverware; clean glassware and plates.
· Deliver exceptional service by greeting and serving customers in a timely and friendly manner
· Regularly checked on guests to ensure satisfaction with each food course and beverages
· Managed closing duties, including restocking items and reconciliation of the cash drawer
· Delivering food and drinks as a room service
· Experience as a bartender by knowing how to make coffee and mixes of alcoholic beverages
07/2017 – 08/2018
Sales Assistant, Jiul Shopping Centre, Romania
· Welcoming and connecting with every customer that came into the store
· Having full knowledge of products to ensure customers receive the best experience and should they need any help or advice
· Opening and closing the store as well as opening and closing tills
· Handling all types of payments
· Stock and delivery taking
05/2016 – 07/2017
Beauty Assistant/ Make-up Artist, Cupio, Romania
· Providing makeup, skincare consultations, and application for customers
· Learned professional makeup techniques using the most popular makeup line
· Remarkably professional with in-depth ability to work with different type of staff and customers

EDUCATION
[bookmark: _30j0zll]09/2020 – Present
CERTH- Skills for the workplace
University of Wales Trinity St Davids, Cardiff
09/2015 – 08/2018
[bookmark: _1fob9te]Bachelor's degree in economics
[bookmark: _3znysh7]University of Petrosani, Petrosani, Romania
09/2010 – 08/2014
Economic high school
Colegiul National I. C. Bratianu, Hateg, Romania

[bookmark: _2et92p0]SOFTWARE
Microsoft Office (PowerPoint, Word, Excel and Outlook), Micros and Opera systems 
PERSONAL INTERESTS
Make-up, travelling, photography, swimming, cooking and beauty

UNBLEMISHED DRIVING LICENSE     B


REFLECTION

For this reflection, I have chosen to use (Gibbs, 1988) model of reflection as the framework for my experience in creating my CV and cover letter and helping me to structure my ideas.
Description
During the module, one of the last assessment was to write a curriculum vitae and cover letter for a job I want to apply. 
Feelings
Before I start writing the CV and cover letter, I felt a little nervous because I have never written a cover letter before but also I was confident about the CV by knowing how to build one as I already had one which helped me to apply for few jobs.
During the process on putting together, the CV and cover letter I felt enthusiastic on knowing what to write because writing about my skills, education and work experience is the most easier subject to write being considered as a self-assessment.
Evaluation
Through the writing process of my resume, it was positive things because I knew how to build a CV and what to include in it as well I learned how to create a cover letter by doing some research on the Internet because I knew about the content but I did not know how is the structure of it. Also, while I was building my resume, it was negative things, as I realised that my previous CV which I applied for diverse jobs it was structured wrong, being written on first-person and not the third-person as I learned in class. 
Analysis
On reflection, I realised that before, I knew how to build a CV but with the wrong structure because my previous CV was written on the wrong person as well it was used for different types of jobs. Also, I realised that I never attached a cover letter to my resume when I applied for a job but during the module class, I discovered that cover letter is very important for the job applied because represent a summary of the CV, and sometimes the employer is interested more about the cover letter. 
Conclusion
In conclusion, I can say that the process of writing my CV and cover letter it went well, after seeing my errors from my previous CV, I am capable to create a proper structure of my resume and I learned that I have to update my skills and CV to each job I want to apply and not to use the same CV for every job.
Action plan
For the future, when I am writing my resume for a specific job I will do some research about the company and I will make sure the structure is appropriate as well I will attach a cover letter along with the CV.
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