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SUMMARY

Dynamic and results-oriented Front Office Executive with over 10 years of experience in managing front desk operations

and enhancing guest experiences in high-end hospitality settings. Exceptional proficiency in optimizing operational

workflows and implementing strategic initiatives that drive efficiency and customer satisfaction. Proven track record of

fostering positive relationships with clients and stakeholders, ensuring seamless communication and service delivery.

WORK EXPERIENCE

Front Office Manager Grand Luxe Hotel Jan 2023 - Present

Oversaw daily front office operations, ensuring adherence to hospitality standards.

Developed and implemented training programs for new staff, enhancing service delivery.

Managed guest relations, resolving complaints with a focus on satisfaction.

Utilized property management systems to optimize booking processes and revenue.

Coordinated with housekeeping and maintenance to guarantee room readiness.

Monitored and analyzed guest feedback to identify areas for improvement.

Front Desk Supervisor Seaside Resort Jan 2020 - Dec 2022

Supervised front desk operations, ensuring a warm and welcoming environment.

Handled reservations and check-ins, maintaining accurate guest records.

Assisted in managing a team of receptionists, providing ongoing training.

Implemented efficiency improvements that reduced wait times by 20%.

Collaborated with marketing to promote special offers and packages.

Maintained inventory of office supplies, ensuring operational efficiency.

EDUCATION

Bachelor of Arts in Hospitality Management, University of California, 2014 Sep 2019 - Oct 2020

ADDITIONAL INFORMATION

Technical Skills: Customer Service, Team Leadership, Operational Management, Conflict Resolution, Time Management,

Software Proficiency

Awards/Activities: Awarded 'Employee of the Year' for outstanding service and leadership.

Awards/Activities: Increased guest satisfaction scores by 15% within one year.

Awards/Activities: Successfully led a team that achieved a 30% increase in repeat bookings.

Languages: English, Spanish, French


