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Marianne.249150@2freemail.com 
PROFILE

Energetic and dedicated front desk professional with 7+ years’ experience in fast paced environments Thorough and accurate in taking and relaying information. Well-versed in anticipating and determining visitors’ needs and fulfilling them appropriately. Adept at handling complex PABX and busy telephone exchanges bilingual English and Spanish. Effective skills in developing and maintaining accurate and easy to use filing systems. Enjoy working with diverse people and able to multi-task.

	AREAS OF EXPERTISE

● Correspondence Handling

● Phone Etiquette

● Customer Service

● Reception Maintenance

● Computer literacy
● Cash handling & counting
● PABX/Switchboard Operation

● Call Forwarding

● Hospitality
● Calendar Management

● Guest Satisfaction
● Doing repetitious work accurately


	
	
	

	
	
	


PROFESSIONAL EXPERIENCE

F&B Attendant | Mafraq Hotel , Abu Dhabi, UAE| Sep 2014 – Mar 2016
● Greet guests and patrons personally and on the telephone

● Offer appropriate seating arrangements

● Present menus and take orders performing as Hostess and waitress

● Ensure the quantity 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

● Set up dining rooms and make reservation arrangements

● Maintain clean and organized tables and work area

● Operating POS system- performing as Cashier

● Manage event related work including setting up tables and maintaining both exterior and interior of the restaurant
Bilingual Receptionist | Helibras , São Paulo , Brazil | Nov 2013 – Aug 2014


• Welcome visitors, guests and customers as they arrive 
• Provide information asked for and direct them to the right departments
• Assist visitors and customers to the right staff member
• Handle telephone calls and direct them to the right recipient
• Distribute incoming mail and manage outgoing correspondence
• Schedule meetings and conferences
• Hand out employee application, memos and notices
• Maintain filing systems
• Monitor appropriate use of office supplies and oversee inventory
• Respond to inquiries and provide appropriate secretarial support
• Manage repair and maintenance of office equipment

Front Desk Intern | General Shopping, São Paulo, Brazil | Mar 2012 – Jun 2013

• Greeted visitors and provided them with required information
• Answered incoming calls and directed them properly  
• Took and relayed messages effectively
• Took dictation for executive task and typed correspondence
• Issued visitors badges 
• Respond to inquiries and provide appropriate secretarial support

•Schedule meetings and conferences

Bilingual Receptionist | Brasilprev , São Paulo, Brazil | January  2011 - February  2012

• Greeted visitors and provided them with required information
• Answered incoming calls and directed them properly
• Took and relayed messages effectively
• Took dictation for executive task and typed correspondence
• Ensured cleanliness of the front desk at all times

Bilingual Receptionist | Hotel Parana, Vilhena  RO | January 2007 – May 2010

• Received guests on arrival with a friendly manner
• Entered complete details into the computer
• Efficiently deal with check-out of guests
• Deal with advanced reservations, took bookings and fulfilled particular requirements
• Operated the switchboard, directing calls, messages and enquiries in an disciplined manner
• Posted all transactions to make sure that all bills are kept up-to-date

• Taking payment from guests in the form of cash or credit cards
• Provide information and literature about the hotel in person and via telephone

• Being a point of contact for guests should they have any queries

• Arranging for brief tours of the hotels rooms and facilities

• Dealing with and resolving customer complaints

Administrative Technician Assistant | Bank Boston  , São Paulo  SP | May 2005 – October 2006

• Scheduling, programming and monitoring of audio conferences using Crosstalk program. Service in English and Spanish.

Administrative Instructor | Mac Donald’s , São Paulo , Brazil | March 2000 – October 2004


• Maintained high standards of customer service during high-volume, fast-paced operations 

• Communicated clearly and positively with coworkers and management
• Mastered point-of-service (POS) computer system for automated order taking 

• Handled currency and credit transactions quickly and accurately
• Followed procedures for safe food preparation, assembly, and presentation
• Assisted management with inventory control and stock ordering
• Built loyal clientele through friendly interactions and consistent appreciation
• Resolved complaints promptly and professionally 

• Cross-trained and coordinated scheduling with team members to ensure seamless service 

• Took initiative to find extra tasks when scheduled duties were completed 

EDUCATION

 Pedagogy – 2010

ADDITIONAL


• Professional and pleasant professional demeanor
• Excellent communication and organizational skills
• Strong knowledge of office administration procedures
• Fast learner with a keen ability to set and maintain priorities

• Keen stress and time management skills
• Possess strong cultural awareness
• Demonstrated work ethics
