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 Position:      Front Desk Agent / Receptionist 

Location:        Dubai 
Contact:         +971568645123
Email               eelizabethashu@gmail.com
Visa Status:    Visit Visa / Immediate Joining

Professional summary

Dedicated and enthusiastic Front Desk professional with over 4 years of experience in customer service and hospitality. Skilled in handling guest inquiries, managing reservations, and ensuring exceptional guest satisfaction in both hotel and healthcare environments. Known for a warm personality, strong communication, and a professional approach that enhances customer experience. Currently seeking an opportunity in Dubai to contribute to a reputable organization with excellent service standards.

WORK EXPERIENCE

Hilton Hotel Yaoundé, Cameroon 2023 – 2025
Front Desk Agent 
Responsibilities
· Delivered top-tier customer service in a 5-star hospitality environment.
· Managed guest check-ins/check-outs, reservations, and room allocations efficiently.
· Assisted guests with inquiries and special requests to ensure a smooth and memorable stay.
· Maintained accurate guest records and handled billing transactions with precision.
· Collaborated with the housekeeping and concierge teams to enhance guest satisfaction.

General Hospital Yaoundé, Cameroon 2021 – 2023
Receptionist
· Welcomed and directed patients and visitors with professionalism and empathy.
· Managed appointment scheduling, patient files, and administrative duties.
· Assisted doctors and nurses with coordination of patient flow.
· Answered phone calls, handled inquiries, and provided clear information.
· Ensured a calm and organized reception environment, supporting patient care quality.

    Educational Background and certification
· BACHELOR’S DEGREE
· HIGH SCHOOL CERTIFCATE.  
	
Languages
· English – Fluent.
· French – Fluent
· German-Conversational 

Personal skills
· Excellent Communication and Interpersonal Skills
· Front Office Operations
· Guest Relations and Customer Service
· Reservation and Booking Systems (Opera, Fidelio, etc.)
· Administrative and Multitasking Abilities
· Problem Solving and Conflict Resolution
· Time Management and Team Collaboration

Availability
· currently residing in Dubai
        Available immediately for full time position	 	 	 	

References

· References will be available upon request 
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