Illustrative example from luceria.careers: Priya Lindqvist (fictional). Every person, employer, date and figure is fictional. Replace all of it with your own, and delete this note.
Priya Lindqvist
Hotel Receptionist · front desk, reservations and night audit cover · 120-bedroom property
Manchester · 07700 900 217 · priya.lindqvist@example.com
Profile
Hotel receptionist with 15 months on the front desk of a 120-bedroom city hotel, checking in and out around 60 to 80 guests a shift at peak on a property management system. Handles reservations changes, complaints and billing queries, exceeds the upsell target most weeks and covers the night audit twice a month. Conversational Spanish. Seeking a receptionist role on a larger property with a route to shift leader.
Experience
Front Desk Receptionist — Fictional Northgate Hotel (120 bedrooms, city centre)
August 2025 – present
120-bedroom hotel with business guests midweek and leisure guests at weekends; front desk team of six across early, late and night shifts.
1. Check in and check out around 60 to 80 guests per shift at peak, verifying ID and payment details and allocating rooms in the property management system to match requests for accessible, quiet or connecting rooms.
1. Resolve room-readiness, noise and billing complaints at the desk, closing most without escalation and logging every case in the shift handover so the duty manager can see patterns.
1. Offer room upgrades and late check-out at check-in, averaging around 12 upsells a week over the last quarter against a target of eight.
1. Cover the night audit on two nights a month, running the end-of-day reports, balancing the day's postings against card settlements and preparing the arrivals list for the early shift.
1. Handle reservation changes, group rooming lists and no-show charges by phone and email, keeping the next day's arrivals list accurate for housekeeping and the kitchen's breakfast numbers.
Sales Assistant (part-time, alongside study) — Fictional Page Lane Bookshop
September 2023 – July 2025
1. Served customers and processed card and cash payments on a till reconciled at the end of every shift, with no unexplained variances in two years.
1. Opened and closed the shop alone on weekday evenings, following the alarm, cash-up and key-holder procedure.
Education
Diploma in Hospitality and Tourism Management (two-year), Fictional College, 2025
Secondary education completed 2023, including English and Mathematics
Training
Complaint handling and service recovery (in-house), 2025
Payment card handling procedure (in-house), 2025
Availability
Early, late and night shifts, including weekends and public holidays
Skills
Check-in and check-out on a property management system (PMS) · Reservations, rooming lists and arrivals management · Complaint handling and service recovery · Upselling upgrades and late check-out · Night audit and end-of-day reports · Card payments, pre-authorisations and billing queries · Conversational Spanish (tested at B1 level)

Why this example is written this way
Volume is stated so the reader can picture the desk
A receptionist on a 30-room guesthouse and one on a 120-bedroom city hotel do different jobs. The context line gives bedrooms and team size, and the first bullet gives arrivals and departures per shift, so a front office manager at a bigger hotel can judge whether the step up is one size or three.
The property management system is named by type, deliberately
Hotels run different property management systems, and listing a brand you used for 15 months can read as if you only know that one. This resume says 'property management system (PMS)' and shows the tasks that transfer between systems: room status, allocation, pre-authorisations, postings, end-of-day. If the advert names the system you used, add the name; the hotel receptionist who understands the arrivals list learns a new screen in a fortnight.
Complaints are a process, not a personality trait
'Excellent communication skills' is on every receptionist resume. This one names the complaint types a front desk actually gets (room readiness, noise, billing), says most are closed at the desk and that every case goes into the shift handover. That last detail matters: a duty manager wants a receptionist who records problems so the hotel can see the pattern, not one who quietly absorbs them.
Night audit exposure is included even though it is occasional
Two nights a month is a small part of the job, but running end-of-day reports and balancing postings against card settlements is the evidence a hotel wants before trusting someone with a shift-leader or night role. Leaving it out because it is infrequent would hide the most senior work this receptionist has done.
Bullet rewrites and the evidence behind them
Before: Checked guests in and out.
Evidence question: How many a shift, on what size of property, and what did a check-in involve beyond handing over a key?
Evidence (fictional): 60 to 80 guests a shift at peak on a 120-bedroom property; ID and payment checks on every arrival; rooms allocated against requests for accessible, quiet or connecting rooms.
After: Check in and check out around 60 to 80 guests per shift at peak on a 120-bedroom property, verifying ID and payment details and allocating rooms to match accessibility and quiet-room requests.
Before: Dealt with complaints.
Evidence question: What kinds of complaint, how were they resolved, and what happened to the record afterwards?
Evidence (fictional): Room readiness, noise and billing queries; most closed at the desk without escalation; every case logged in the shift handover for the duty manager.
After: Resolve room-readiness, noise and billing complaints at the desk, closing most without escalation and logging every case in the shift handover so the duty manager can see patterns.
Before: Promoted upgrades to guests.
Evidence question: How often did it work, over what period, and against what target?
Evidence (fictional): Around 12 upsells a week over the last quarter; the team target is eight per receptionist per week.
After: Offer room upgrades and late check-out at check-in, averaging around 12 upsells a week over the last quarter against a target of eight.
Full explanation, transferable skills and occupation notes: https://luceria.careers/examples/hotel-receptionist-resume-example
Edition 1.0, 2026-11-04.
