Samuel Knight
Flat 12, 24 Rann Close Ladywood
 Birmingham
B16 8HF
E-mail: ajf121@yahoo.com

Profile

An adaptable and competent administrative, customer service professional, with a positive attitude to work, a team player, confident and effective, works to a high standard, and strives to meet the needs of projects/staff teams. Able, to remain calm and retain focus in challenging situations, make decisions based on guidelines and procedures, and show diligence and professionalism in every task undertaken. Seeking to utilise existing skills and experience with a view to re-entering the customer service sector.

Key skills

Excellent written and spoken communication skills
Strong customer service skills
A friendly and professional telephone manner
The ability to stay calm under pressure and look after several things at once
Good problem-solving skills
The ability to use computerised technology
A methodical approach to my work
Accuracy and attention to detail







Employment history

AB+Plus									
Receptionist
Meeting and greeting visitors
Answering enquiries in person by phone and email filing, help clients on computer
Providing or sending out information
Keep reception area tidy
Updating the visitors booking system

Tomorrows People                                                                                                                     2010-2012 Projects Administrator
Greeting visitors and directing them to the correct person or department
Managing visitors book and giving out security passes
Answering enquiries in person, by phone or email
Providing or sending out information
Managing a booking system
Keeping the reception area tidy
Completing administrative tasks such as Filing, photocopying,
Compile documents and paperwork using MS Office
Meeting deadline and organisational goals by completing work in a high standard

Explorios Travel                                                                                                                  2012-2013 Travel Agent
Selling flights to both Business and Economy customers travelling abroad and booking hotels reservations 
Managing enquiries in person
Managing a booking system
Liaising with customers face to face and by phone



Morrison Supermarket                                                                                                       2016-2018 
Sales representative
Merchandising to ensure all products and materials are suitably presented
Monitoring stock check replenishing products as required
Carried out regular audits on food to ensure products are fresh and undamaged
Prioritising workload on shop floor to achieve high sales targets in peak seasons
Providing advice on products to customers remaining courteous and polite at all times

Oliver    Ashley                                                                                                                   2018-2020 
Sales Representative 
Carrying out in depth stock control monitoring products and replenishing items
Handling cash and credit transaction to complete sales
Monitoring shop floor reporting suspicious packages and behaviour
Implementing security measures for electronic reconciliation and credit initialisation

Education and training
EOS Aston                                        Events Management, Employability, Raising Aspiration
2014-2014
Sandwell College Birmingham            Computer/web design                                                       2013-2013  
South & City College                          Maths /English Level 1/2                                                  2013-2013  
Lewisham College London             Key Skills Level 1/welcome host                                     2006-2007  
Lewisham College London                 Tour operations Diploma                                                   2005-2006  
Lambeth College   London                  Performing Arts Level 3                                                   2004-2005  

Hobbies and interests
As well as spending time with my family and friends I also enjoy reading, listening to music, Travelling, and having fun.


References are available on request


Cover Letter


Dear Sirs
With a formal background in administration customer service, paired with my proven success in retail sales, and administrative positions, I am looking to transition into front of house in the “Popular Boutique Hotel” front of house team member in Manchester 
I’ve came across this position online Gumtree job vacancies.
Having experienced working in similar positions before, I am knowledgeable about your brands and offerings as I have done my background check about your company. I have followed with excitement as the company is one with a high level of customer service skills to which I have along with tact and diplomacy to which I would bring both passion and knowledge to promoting your brands to the press and public.
Already trained in creating buzz, I was responsible for sales, replenishing stock, and liaising with customers over the phone at my previous company. I had was to manage the store from time to time because the boss had was to travel internationally for new stock.
I am confident that the skills I developed in previous positions have prepared me for this opportunity with your company. My expertise in your products and my experience in customer service and retail sales, make a great candidate for this opening position. I would love to meet you and share more about my previous experience. If you have any questions, please give me a call at 07897748063.
Thank you for your consideration.

Yours truly 
Samuel Knight










Front of House Team Member - Popular Boutique Hotel

A beautiful boutique hotel is seeking an energetic Front of House Team Member to join their team in South Manchester.

The hotel is constantly on the lookout for talented individuals who have a relentless commitment to excellence. The position is for up to 40 hours per week, working 5 days out of 7. You will be required to work a flexible shift pattern that includes evenings, weekends, and bank holidays.

About the Hotel:

Away from the hustle and bustle of the city stands a boutique-like no other, rich in history with carefully selected furnishings and décor.

They have the perfect venue for a range of exclusive events such as weddings, Summer BBQs, client entertainment dinners, afternoon teas, and family celebrations.

The hotel has a well-appointed Blue Lounge, Boardroom, and the Den, which exudes character and warmth, and a total of 27 bedrooms and suites offering comfort and style.

Required Experience:

At least 6 months experience in a similar role
Desirable Skills:

Resilience and drive to get things right the first time
Ability to work under pressure
Confident and professional approach
Reasonable flexibility is required with a willingness to work on a rota, including some early starts, late finishes, and weekends
Benefits:

A competitive wage and an attractive incentive package
An award-winning training and development programme
A friendly and fun atmosphere
Sounds interesting? Click APPLY to send your CV for immediate consideration.

Candidates with previous experience or job titles including; Front of House Staff, Hospitality, Waiting Staff, Receptionist, Runners, Front of House Team Member, Waiter, Waitress may also be considered for this role.
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