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ROBERT SMITH
Front Desk Representative

support@qwikresume.com (123) 456 7899 Los Angeles

www.qwikresume.com

SKILLS

Filing Systems

Record Keeping

Email Management

Front Desk Operations

Customer Feedback

INTERESTS

 Surfing  Martial Arts

 Community
Service

 Blogging

STRENGTHS

 Patience  Perseverance

 Planning  Positivity

LANGUAGES

English Dutch German

ACHIEVEMENTS

Achieved 95% guest satisfaction
rating through exceptional service.

Implemented a new reservation
system that reduced check-in
time by 20%.

Received Employee of the Month
award for outstanding customer
service.

Streamlined the supply chain
process, reducing costs by 15%
while maintaining quality.

PROFESSIONAL SUMMARY

Accomplished Front Desk Representative with a decade of 
experience in delivering exceptional customer service and 
managing front desk operations. Expertise in efficiently handling 
guest inquiries, coordinating reservations, and ensuring 
seamless check-in/check-out processes. Committed to 
fostering a welcoming environment and enhancing guest 
satisfaction through proactive communication and problem-
solving.

WORK EXPERIENCE

 Feb / 2018-Ongoing



Front Desk Representative
Pineapple Enterprises Santa Monica, CA

1. Surpassed guest satisfaction targets by providing personalized 
service and efficient problem resolution.

2. Managed multi-line phone system, directing calls and 
handling inquiries effectively.

3. Coordinated reservations and ensured accurate billing for all 
guests.

4. Conducted thorough check-ins and check-outs, enhancing 
guest experiences.

5. Maintained a clean and organized front desk area, contributing 
to a welcoming atmosphere.

6. Implemented feedback mechanisms to continuously improve 
service delivery.

7. Performed administrative duties, including data entry and 
report generation.

 Feb / 2015-Feb / 2018



Front Desk Representative
Silver Lake Enterprises Seattle, WA

1. Served as the first point of contact for guests, delivering 
excellent customer service and support.

2. Guided visitors to the appropriate departments, ensuring their 
needs were met promptly.

3. Recognized for efficiency and engagement in customer service 
roles.

4. Assisted guests with application processes, providing guidance 
and support.

5. Escorted visitors to relevant offices, enhancing their experience.
6. Communicated available services to guests, particularly for 

special needs individuals.

EDUCATION


Feb /
2012

-
Feb /
2015



Associate of Arts in Business
Administration
Springfield Community College Seattle, WA

Focused on customer service and office management skills.
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