CV – Reception and Guest Services Manager
Diana Volosianko
London
09876543211
Email: 2440634student.uwtsd.ac.uk

I am currently working as a receptionist. I have over one year experience as a receptionist operating a front desk, with a strong background in a hospitality working as a barista and waitress.
Personal statement:
A highly motivated individual with over two years experience in hospitality industry. I have strong communication skills, organisation skills, and problem-solving skills.
Education:
· Business, London, 2025
· GCSE Maths, London 2025
Skills:
· Excellent Communication Skills
· Customer service 
· Time management skills
· Problem solving skills
· Organisation skills
· Strong teamwork skills
· Conflict resolving 
Key strength:
· Communication and Problem-solving Skills:
I have over two years experience in hospitality industry and I have developed strong communication and problem-solving skills which allow me to solve any conflicts or customers concerns and maintain a positive team environment. 
Employment History:
Barista/Waitress (Hotel)
Duration: May 2024 – November 2024
Responsibilities:
I have been responsible for delivering high-quality service and meeting customers expectations to ensure an exceptional experience. I have developed excellent communication, teamwork, and problem-solving skills which allowed me to collaborate effectively with my team and provide high quality service, especially during busy shifts and maintain a positive environment, 

Receptionist
Duration: January 2025 – Present
Responsibilities:
As a receptionist I am responsible for managing front desk operations. This includes handling email, calls, and bookings, as well as resolving customers issues and concerns to ensure an exceptional guest experience. 
I am very organised which allows me to work efficiently and effectively during busy ships. I have also supported new staff members by guiding them through the work processes, helping them to adapt quickly and developing my leadership skills.

Languages known:
English, Ukrainian 



















Cover Letter
Diana Volosianko 
London 
Hiring Manager
Portico Corporate Reception Manager
London W2
16th March 2026
 
Dear Hiring Manager,
I wish to apply for the role of Reception and Guest Service Manager currently being advertised on Indeed. Please find enclosed my CV for your consideration. 
As you can see from my attached CV, I have two years of experience in hospitality industry, and I believe that my effective communication skills, strong customer service skills, and ability to multitask under pressure make me the perfect candidate for the role. 
In my current role as a hotel receptionist, I have been responsible for managing calls, email, and bookings; solving customer concerns to ensure an exceptional guest experience, operating the front desk, and assisting customers. Additionally, in my previous roles as a barista and waitress, I have developed strong communication skills, ability to multitask and work under pressure while delivering high-quality service. During my experience, I have learned to deliver high-quality service, solve problem efficiently, and assist guests with their needs. Also, I have developed my leadership and organisation skills by supporting new staff member in adapting quickly and by managing busy shifts independently.
All of this, coupled with my enthusiasm and dedication, as well as my communication, problem solving, and organisation skills has helped to maintain high service quality and contribute a positive team environment.
I am confident that I can bring this level of success with me to your organisation and help your team build upon their reputation as reception and guest service manager. With my previous experience and expertise, I believe I would make a valuable contribution to your team performance and guests experience.
 
Thank you for considering my application. I look forward to hearing from you to discuss my application further. 
 
Yours faithfully, 
Diana Volosianko
​ 
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2 pay

£41,200a year

& Jobtype

Full-time

© shiftand schedule
Monday to Friday

Location

© London w2
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Pulled from the full job description
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Job Description

We are currently on the lookout for an experienced
Corporate Reception and Guest Services Manager to
join our small team based at the corporate offices of a
well know retailer in the Paddington area.

This hands-on role will give you the chance to inject
some of your style into the already service-focused
culture of the operation. Ensuring that every visitor
receives a consistent, market-leading experience is
simply an expectation! So, it is very important that our
new Front of House Services Manager can work
alongside the Operations Manager, existing team and
our client to find new ways to innovate and exceed
guest expectations.

Based at the main reception space themselves, The
Front of House Services Manager will have
management responsibilities to a small team of
podium-based Receptionists whose services include
meet and greet, switchboard, VIP escorting, meeting
room management, overseeing the AV services, and
assisting with the planning and operational running of
events. Ultimately, cultivating Portico’s relationship
with our client and tenants.

Shift pattern: 40 hours per week, shifts covering
operational hours between 7.30am - 6pm, from
Monday-Friday.

Sal;
Apply now
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Qualifications

Previous experience of leading a team within a
corporate front of house /5* hotel environment is
essential for the successful candidate to ensure that
they can hit the ground running in their new role.

They will be the type of person that will see challenges
as opportunities, and solutions when presented with
problems. To top it all off, the successful Front of House
Services Manager will have a friendly and outgoing
personality, with a passion for proactively leading
change and innovation.

Additional Information

What's in it for you?

e Excellent holiday allowance

e Pension contributions,

o Lifeinsurance

e Enhanced annual leave

e Recommend a Friend Bonus Scheme

* Thank you voucher scheme.

e 24-hour personal helpline for employees,
providing counselling & information services.

e Access to Choices, our discounts and benefits
platform which offers you fabulous savings for
thousands of high street retailers, hotels, cinemas
and many more.

e Our Training Academy provides excellent training

Apply now
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