
Robert Smith 
Event Hostess

PERSONAL STATEMENT

As a Event Hostess, responsible for creating a refreshing and memorable 
experience for the guests. Responsible for addressing the guest concerns in
a polite and professional manner.

WORK EXPERIENCE

Event Hostess
ABC Corporation -   January 2008 – January 2009 

Responsibilities:

 Communicated rules, regulations, and fees to potential renters 
Answered phones and maintained Outlook calendars Greeted renters 
and vendors.

 Accountable for Planning, staffing, and scheduling special events 
Negotiated basic sales and costs for private events with clientele 
Assisted with .

 Coordinated private events for clients and handled all hotel 
accommodations, decorations, etc.

 Consistently executed successful private events for many clients.
 Managed all room settings arrangements and provided excellent 

customer service for every client.
 Organized events to insure things run properly, Assisted in the setup 

and breakdown of tables and chairs.
 Worked in a team, effectively getting parties ready.

Event Hostess
Delta Corporation -   2004 – 2008 

Responsibilities:

 Greet incoming and departing Guests warmly with a genuine smile and 
eye contact; escort them to assigned dining area; present menus; 
announce waiter name.

 Use visual cues to seat Guests in either the bar or dining area 
depending on their preference.

 Inform Guest of current promotion and who will be serving them to 
ensure a smooth handoff to the service staff.

 Answer incoming calls to the restaurant and provide appropriate 
service.

 Manage the flow of Guests into the Dining and Bar areas, provide 
accurate wait times to incoming Guests if appropriate.

 Tend to special Guest needs and requests.
 Observant to Guests needs throughout dining experience to ensure they

receive high quality service (i.e. notice a drink refill is needed while 
seating another Guest and ensuring the drink is refilled prior to getting 
back to the door).
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Great Interpersonal and 
Communication skills.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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Education

High school diploma or GED
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