
Robert Smith
Lobby Ambassador

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

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

To obtain a part-time Lobby Ambassador position with an emphasis on Sales Support/Office 
Management utilizing extensive experience and skills. Productive in contributing effectively 
towards the objectives of a team, and is able to share knowledge, ideas, and information.

SKILLS

Microsoft Outlook &amp; Word, Property Management Software, Fidelio, V-1, And Opera.

WORK EXPERIENCE

Lobby Ambassador
ABC Corporation  2016 – 2020 
 Performed concierge services to guests in this 63 room boutique hotel.
 Served the guest needs, such as luggage services, room service, greeter, or any other 

assistance needed.
 Managed the package arrangements scheduled massage, purchase wine and champagne, 

gather gift basket contents and arrange for successful completion.
 Assisted the Inspiration Coordinators with the Front Desk duties receive phone calls.
 Created or modified reservations.
 Assisted guests with check-in/out and attend to their needs with directions and restaurant 

reservations.
 Resolved opportunities for guests as they arise.

Lobby Ambassador
Delta Corporation  2013 – 2015 
 Monitor and observe all activities within the building, while furnishing a clean and safe work 

environment Resolve customer and tenant inquires while .
 Maintaining highest levels of customer service while demonstrating a friendly and cooperative

attitude Maintain professional appearance Greeting and .
 Provide special project and administrative support Effectively addressing and resolving client 

and customer concerns and/or complaints Data entry &amp; .
 Skills Used I use my people skills, I have to be upbeat and friendly at all times.
 Also have to multitask and know how to use multiple programs.
 Greeted and checked in visitors answered multi phone line transferred to appropriate 

destination Assigned temporary badges if needed for employees .
 Greet Tenants, Unlock and Lock Doors, Check building for safety issues.

EDUCATION

Diploma
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