
Robert Smith 
Hotel Clerk

PERSONAL STATEMENT

Hotel Clerk with 6+ years of experience, seeking to obtain a position in 
which one can accompany guests with questions, scheduling, and 
documentation in a knowledgeable and professional matter of the 
company's expectations, resulting in a great helpful experience of which 
will be recommended by others.

WORK EXPERIENCE

Hotel Clerk
ABC Corporation -   June 1997 – August 2002 

Responsibilities:

 Responsible for the overall operation of breakfast and happy hour.
 Proper food preparation, kitchen safety techniques, and health 

standard.
 Cleaned dining and kitchen area.
 Set a work schedule for new employees.
 Processed guest payments for the room, food, beverage, and phone 

charges.
 Greeted and registered guests and issued room keys.
 Processed credit card transactions during the check-out process.

Hotel Clerk
Delta Corporation -   1996 – 1997 

Responsibilities:

 Processing guest payments for the room, food, beverage, and phone 
charges.

 Greet and register guests and issue room keys; Processing credit card 
transactions during the check-out process.

 Maintain strong working relationships with all departments.
 Worked here for 3 years until my boss had passed away in was in 

charge of booking rooms taking reservation customer service also 
housekeeping when.

 Accommodate hotel, motel, and resort patrons by registering and 
assigning rooms to guests, issuing room keys or cards, transmitting and 
receiving.

 Performed duties of both positions for the Cedar Fairs amusement park 
Corporation in Sandusky, OH; Maintained CPR qualification; Trained to 
analyze.

 Trained to handle admissions and other administrative paperwork and 
functions, such as check-ins for the hotel and season pass 
administrations.

Education

Micro Computer Accounting - 1988(Waterson College - West Covina, 
CA)
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CONTACT DETAILS

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

SKILLS

Patience, Attentivesness,
Clear Communications, 
CPR.

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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