Isabelle Cook
Receptionist
isabelle.cook@example.com  |  +44 7XXX XXXXXX  |  Brighton
ABOUT ME
For two years I have worked on hotel and office reception. I greet guests warmly and handle bookings and phone work in an orderly way.
WORK EXPERIENCE
Receptionist — Example Hotel   2023 – Present
1. Handled guest check-in and check-out in the front desk system
1. Recorded phone and email bookings and sent confirmations
1. Passed guest requests to the right departments and followed them up
Office Receptionist — Demo Plaza   2021 – 2023
1. Greeted visitors and directed them to the right person
1. Kept records of incoming calls and deliveries
EDUCATION
Diploma in Hotel Management — Example College   2019 – 2021
SKILLS
Guest greeting, Booking management, Phone communication, Check-in/out, Front desk software, Complaint handling
LANGUAGES
English (Native), French (B2), German (A2)
