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1. JOB DESCRIPTION
GRAND IMPERIAL HOTEL
Job Title: Hotel Receptionist
Location: Bridgend, Bryntirion CF31 5DM 
Start date: 1st August 2026    
Job type: Full-time, permanent 40 hours/week, rotating shifts including weekends
Salary: £12.71/hour 
Email: info@grandimperialhotel.co.uk

About Us:
Grand Imperial Hotel has proudly welcomed guests in Bridgend since 1923, when it first opened to serve business travellers arriving by train. Fully renovated in 2015, the hotel now combines its original character with modern comfort across 45 guest rooms, a restaurant and conference facilities. Our values: hospitality, attention to detail, and teamwork guide everything we do, and we take pride in giving every guest a warm, memorable welcome.
The Role:
We are looking for a friendly, organised Hotel Receptionist to be the first point of contact for our guests. You will manage check-in and check-out, handle reservations and enquiries, and help ensure every guest has a smooth, welcoming experience from arrival to departure.
Key responsibilities:
•	Greet guests and manage check-in/check-out
•	Handle phone and email enquiries and bookings, recording details accurately using Microsoft Excel and our booking system
•	Respond to guest questions and resolve minor issues calmly and professionally
•	Coordinate with housekeeping and other departments to ensure rooms are ready on time
•	Process payments and maintain accurate guest records
What we are looking for:
•	Previous customer service experience (hospitality experience an advantage)
•	Confident, working knowledge of Microsoft Office, especially Excel and Outlook, for managing bookings and guest records
•	Excellent verbal and written communication skills
•	Calm, organised approach and ability to prioritise under pressure
•	A genuine team worker with strong attention to detail
Salary and Benefits
•	£26,437 per annum
•	28 days annual leave (including bank holidays)
•	Staff discount on hotel stays and the on-site restaurant
•	Full training provided, including on our booking and reservation systems
•	Opportunities for career progression within the hotel
Location:
Grand Imperial Hotel, Bridgend, Wales. The hotel is close to Bridgend town centre and within easy reach by bus and train, making it convenient for candidates commuting from across the local area.
How to Apply:
To apply, please send your CV at email: info@grandimperialhotel.co.uk, and a short cover letter explaining why you'd be a great fit for this role. Shortlisted candidates will be invited to a 10 minute interview at the hotel.
Ready to be part of our story? Apply today and help us welcome the next generation of guests to Grand Imperial Hotel!















2. AI Acknowledgement

I acknowledge the use of ChatGPT on 26 June 2026 to support the structure and planning of my Part 2 Job Interview Practical Task.

I used ChatGPT to help me understand the assessment requirements, organise the structure of my CV and cover letter, and prepare draft ideas for interview answers.

I used the following prompts:
• Help me understand what I need to do for Task 2.
• Help me structure a tailored CV and cover letter for a Hotel Receptionist role.

I confirm that I have not presented AI-generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before and after the use of AI tools, which I may be asked to provide as evidence.


















3. Cover Letter: 
Larisa Bianca Calistru / Bridgend, Wales
20 Heol-y-ffin CF31DN
Phone: 07459321995 
 Email: larisacalistru91@yahoo.com
Hiring Manager,
Grand Imperial Hotel

03.07.2026
Dear Hiring Manager,
I am writing to apply for the Hotel Receptionist position at Grand Imperial Hotel. I am very interested in this role because I have previous experience working as a hotel receptionist, and I enjoy providing a friendly, professional, and welcoming service to guests.

In my previous role at Exotic Hotel in Romania, I worked as a receptionist for approximately four years. During this time, I gained strong experience in check-in and check-out procedures, answering phone calls, taking reservations, preparing invoices, managing guest enquiries, and supporting the daily organisation of the reception area. I also helped with stock-related tasks and worked with colleagues to ensure the smooth running of the business.

I believe I would be a good fit for this role because I am organised, reliable, and able to remain calm under pressure. I have experience communicating with customers face-to-face and over the phone, and I understand how important it is to create a positive first impression for every guest. I am also confident using Microsoft Office, including Excel and Outlook, and I can learn new booking and reservation systems quickly.
Thank you for considering my application. I would be happy to attend an interview and discuss how my skills and experience match the role.

Yours sincerely,
Larisa Bianca Calistru
4. CV:
Larisa Bianca Calistru / Bridgend, Wales, 20 Heol-y-ffin CF31DN 
Phone: 07459321995 / Email: larisacalistru91@yahoo.com

Personal Statement
A friendly and organised individual with previous hotel receptionist experience and strong administrative skills. Experienced in check-in/check-out, reservations, guest enquiries, invoices and reception organisation. Confident using Microsoft Office, including Excel and Outlook, with a calm, professional and customer-focused approach.

Key Skills
• Hotel reception experience, including hard skills check-in/check-out, reservations, guest enquiries, invoices and payment support.
• Confident using Microsoft Office, including Word, Excel, Outlook and email communication, with the ability to learn booking systems quickly.
• Strong customer service, organisation, attention to detail, problem solving, teamwork and calm communication under pressure.

Work History:
1. Hotel Receptionist / Exotic Hotel, Romania / 2012 – 2016

• Managed front-of-house reception duties, including guest check-in/check-out, reservations, phone calls and guest enquiries.
• Prepared invoices supported payment processes and maintained accurate guest records using reception systems and administrative tools.
• Worked with colleagues and other departments to keep daily hotel operations organised, professional and guest-focused.

2. Notary Secretary / Notary Office, Romania /2017 – 2018
• Scheduled appointments collected client information and supported the daily organisation of the notary office.
• Prepared declarations, legal documents and official paperwork while maintaining accurate and confidential records.
• Developed strong administrative, communication, attention to detail and document management skills.

3. School Catering Assistant
BCBC /Bridgend County Borough Council, United Kingdom /2024 – 2026

• Supported food service in a busy school catering environment while following hygiene, safety and workplace procedures.
• Worked professionally with colleagues and school staff to complete tasks efficiently during busy periods.
• Developed reliability, teamwork, communication and time management skills.

Education

Certificate of Higher Education in Employability Skills University of Wales Trinity Saint David / 2026 Present
Relevant learning includes professional career development, employability skills, CV writing, job applications, recruitment and selection processes, interview skills, teamwork, communication, and personal development planning.

Additional Skills

• Microsoft Word, Excel, Outlook, PowerPoint, and email communication
• Customer service and hospitality experience
• Administrative document preparation
• Ability to learn new systems quickly
• Languages: Romanian and English
• References available on request
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