
Robert Smith 
Front Desk Agent I

PERSONAL STATEMENT

4+ years of experience as a Front Desk Agent is looking to focus and 
deliver an extraordinary customer service experience to the community 
while offering personalized solutions to meet people's needs.

WORK EXPERIENCE

Front Desk Agent I
ABC Corporation -   November 2015 – Present 

Responsibilities:

 Maintaining a clean workspace as well as the surrounding areas of the 
hotel.

 Communicating with all hotel departments to ensure a smooth workday,
I make it my goal every day to make sure the incoming gets know the 
layout of the day and what to expect.

 Promoting positive guest relations to all individuals, making sure to 
record any comments or complaints throughout their stay.

 Answering inquiries pertaining to the hotel service, guest relations, and 
travel directions.

 Respond effectively to high volume customer service related telephone 
calls

 Create a welcoming office environment through delightful 
correspondence, upon patient arrival and dismissal

 Diligent in coordinating patient appointments and confirmations to 
ensure uninterrupted services

Store Manager
ABC Corporation -   March 2015 – November 2015 

Responsibilities:

 Answered call and noted customer requests, managed and kept 
paperwork in order.

 Trained and supervised employees with my leadership and 
communication skills.

 Provided exceptional customer service to each and every customer that
walked through my doors.

 Made every aspect of the store was taken care of, from cleaning on a 
regular basis to maintaining great customer service and feedback.

 Maintained attendance registers of the employees.
 Generated payroll based on the attendance register.
 Provided daily reports to head office.

Education

- 2014(PIMA COMMUNITY COLLEGE - Tucson, AZ)HIGH SCHOOL 
DIPLOMA - 2009(SAHUARITA HIGH SCHOOL - Sahuarita, AZ) - 
(Government College)
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SKILLS

Customer Oriented, 
Hardworking,  Logistics, 
Light Speed, MS Office, 
Excellent 
Communications, and 
Fluent in Spanish.

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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