
Robert Smith 
Front desk security

PERSONAL STATEMENT

Upbeat, positive, hard working individual, whose mission is, to ensure, that 
all guests have the most amazing experience. Moving with efficiency, a 
joyful &amp; gracious link between the guests, different departments, 
&amp; whatever the guest's need. With 22 years of practical experience in 
Customer service jobs, I have strong communication skills, can multitask, 
&amp; thrive in a fast-paced environment.

WORK EXPERIENCE

Front desk security
ABC Corporation -   2015 – 2015 

Responsibilities:

 Responded to whatever needs guests may have.
 Received all sorts of shipments, always maintaining a positive, efficient,

&amp; organized work environment Carefully screening people to 
ensure everyone is safe &amp; has a great experience.

 Warned persons of rule infractions or violations, and apprehend or evict 
violators from premises, using force when necessary.

 Responded quickly to medical emergencies, bomb threats and fire 
alarms.

 Answered alarms and investigated disturbances.
 Issued security badges and visitor passes to all guests.
 Answered phones and transferred calls to appropriate designee Assisted

patrons to and from transportation vehicles.

Front desk security
Delta Corporation -   2009 – 2014 

Responsibilities:

 In charge of emergency procedures, phones, assists residents.
 Front Desk Security Logging in and passing out residents packages daily

Making residents guest sign in before entering building Monitor CCTV 
Attend .

 check badges building rounds transferring calls check visitors in.
 Maintain constant surveillance on the property and each floor, I greet 

guest and sign them in.
 Provide assistance to the residents as needed.
 Write incident reports, care and concern reports, and daily activity 

reports.
 Enforce the rules and policies of the building as well as perform duties 

of a security agent as applicable.

Education

GED
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CONTACT DETAILS

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

SKILLS

Hospitality, Customer 
Service, Front Desk, 
Security.

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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