
Robert Smith
Night Auditor/Manager On Duty

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

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

Address: 1737 Marshville Road, Alabama

SUMMARY

12+ years of experience as a Night Auditor. Looking to gain an entry-level position as a Police 
Officer and my goal is to serve the public, preventing and discovering the commission of a crime, 
preserving law and order and enforcing traffic regulations.

SKILLS

Fluint In The Spanish, Computer, Communication, Coaching, Customer Service

WORK EXPERIENCE

Night Auditor/Manager On Duty
ABC Corporation  August 2008 – Present 
 Auditing daily guest ledger of the hotel to verify and balance entries.
 Respond to complaints from guests about noise or room conditions.
 Giving excellent customer service to guests, resolve the problem related to the hotel and 

make people stay enjoyable.
 Making immediate action and report to the right personnel for unusual activates.
 Updating financial reports for the in-house restaurant, banquet halls and departments such as

sales and marketing.
 Auditing and settled high balance reports and communicated to management for internal 

control.
 Processing guest requests, assigned rooms and directed changes in cancelations pertaining to

check-ins/check-outs.

Night Auditor
ABC Corporation  July 2007 – August 2008 
 As night auditor, audit daily guest ledger of the hotel to verify and balance entries.
 The ledger shows all account receivable, such as room charges, room service, and telephone 

calls.
 As the hotel front-desk clerk during these quieter hours involves checking guests in or out, 

taking reservations by phone, walk-in or by fax and providing services such as filling requests 
for extra towels and giving directions to nearby stores and restaurants.

 Night auditors also keep an eye on security cameras and respond to complaints from guests 
about noise or room conditions.

 As a front desk clerk and night auditor give excellent customer service to guests, resolve the 
problem related to the hotel and make people stay enjoyable.

 Served as a concierge, assisting guests with ground transportation, restaurant, or 
entertainment reservations and providing other information about the locale.

 Answered telephone calls from guests seeking to make or cancel hotel reservations while 
greeting arriving guests, assigning rooms, issuing keys and ascertain guest payment and 
billing information.

EDUCATION

Certificate- March 2011(Columbus State Police Academy)Diploma- (Columbus State Community 
College)A.A.S in Law Enforcement - (Academy Track A.A.S)
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