
Hostess

ROBERT SMITH

Phone: (123) 456 78 99 
Email: info@qwikresume.com

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

Professional, experienced in customer service; able to analyze and resolve customer issues and 
complaints effectively and efficiently. Adept at working in fast-paced environments to accomplish 
tasks in a timely manner; able to work well independently and as a part of a team. Skilled at 
building and maintaining relationships with all levels of management and customers.

Skills

Communication, Team Player, Business Intelligence, Word And Excel

Work Experience

Hostess
ABC Corporation  January 2014 – Present 
 Schedules dining reservations for guests in advance and as they arrive at the restaurant. 

Often have to make decisions about where a group will sit in the restaurant.
 Direct and instruct the dining room personnel on customer needs to ensure customers receive

fast and quality service from the moment they arrive.
 Include services needed for small children, as well as for individuals with disabilities or food 

allergies. Spot cleanliness problems and to help clear tables to facilitate customer needs.
 Ensure the number of menus is sufficient to cater to the number of guests. Relay orders to the

kitchen and ensure all orders are filled in a timely and accurate fashion.
 Manage event-related work including setting up tables and maintaining both exterior and 

interior of the restaurant.
 Used exceptional listener and communicator who effectively conveys information verbally and

in writing.
 Highly analytical thinking with demonstrated talent for identifying, scrutinizing, improving, 

and streamlining complex work processes.

Costumer Service
ABC Corporation  March 2012 – Present 
 Resolve product or service problems by clarifying the customers complaint; determining the 

cause of the problem; selecting and explaining the best solution to solve the problem; 
expediting correction or adjustment; following up to ensure resolution.

 Effectively manage large amounts of incoming calls to generate sales leads.
 Build sustainable relationships of trust through open and interactive communication.
 Provide accurate, valid and complete information by using the right methods/tools.
 Handle complaints, provide appropriate solutions and alternatives within the time limits and 

follow up to ensure resolution.
 Keep records of customer interactions, process customer accounts, and file documents.
 Take the extra mile to engage customers skills used responsibility, ambitious, competitive, 

confident, cooperative, determined, devoted, goalkeeper.
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Education

BA in Political Science - 2014(Hillsborough Community College - Tampa, FL)High School Diploma 
in College Prep - 2008(Robert B. Glenn High School - Winston-Salem, NC)
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