
 



 

 

 

 
 

 

 

 

 
 

 Handled all incoming and outgoing calls for hotel accommodations. 

 Entered data for all upcoming hotel reservations. 

 Answering all customer inquiries via telephone, and email. 

 Represented the company in a professional and business like 
manner. 

 Promptly follow up with guest inquiry leads for second chance 
bookings 

 Answer telephone calls and emails in a prescribed and professional 
manner 

 Assist customers with questions regarding their existing reservations 

 Provide concierge services with general knowledge of the property 
and surrounding area including restaurants, entertainment, special 
events and general directions 

 Effectively manage daily correspondences and operational tasks to 
exceed customer expectations and expand customer base    

 Display effective computer literacy and be familiar with MS Office 
software (Outlook, Word, Excel). 
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