HENRY WALKER

Concierge Manager

& support@gwikresume.com & (123) 4567899 9 Los Angeles

@ www.gwikresume.com

PROFESSIONAL SUMMARY

Dedicated Concierge Manager with 7 years of experience enhancing guest experiences through exceptional service and
operational efficiency. Proven track record in managing concierge teams, streamlining processes, and exceeding client
expectations. Committed to creating memorable interactions while ensuring a welcoming atmosphere.

WORK EXPERIENCE

Concierge Manager 8 Apr/2021-Ongoing

Quantum Solutions LLC X Phoenix, AZ

1. Delivered unparalleled customer experiences, ensuring each guest felt valued and attended to.

2. Coordinated staff schedules, aligning resources with operational needs for optimal efficiency.

3. Maintained accurate financial records, including expense and inventory reports, to support budgeting efforts.
4. Organized and fulfilled diverse requests, from gift purchasing to event arrangements, with attention to detail.
5. Addressed and resolved resident and guest concerns promptly, enhancing overall satisfaction and loyalty.

6. Greeted all visitors with professionalism, fostering a welcoming environment.

7. Trained new staff on best practices and company policies to ensure consistency in service delivery.

Concierge Manager B Apr/2018-Apr /2021

Summit Peak Industries X Denver, CO

1. Managed the hiring and onboarding process for concierge staff, ensuring a skilled team.

2. Served as the primary contact for residents and guests, addressing inquiries and concerns effectively.
3. Supervised a team of concierge professionals, ensuring high standards of service.

4. Provided administrative assistance to building management, supporting operational functions.

5. Oversaw scheduling and paperwork for new hires, streamlining HR processes.

6. Maintained extensive knowledge of local attractions and services to assist guests.

EDUCATION

Bachelor of Science in Hospitality Management £ Apr/2015-Apr /2018
University of Florida X Denver, CO
Focused on customer service excellence and operational management in hospitality settings.

SKILLS

Guest Management Customer Service Conflict Resolution Skills Time Management
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ACHIEVEMENTS

“fy ncreased guest satisfaction ratings by 20% through personalized service initiatives.
¢y 'mplemented a new inventory system that reduced supply costs by 15%.

f* Developed partnerships with local businesses, enhancing service offerings and guest experiences.
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