个人简历的英语范文
yourname,youraddress
OBJECTIVE:
Tocontribute****************
SUMMARYOFQUALIFICATIONS:
Developedinterpersonalskills,havingdealtwithadiversityofclients,professionalsandstaffmembers.
Detail-andgoal-oriented.
Functionwellinhigh-stressatmosphere.
KnowledgeableonbothEECOandAPTECcomputerssystems.
CAREERHISTORY
*****-PresentTHEOLIVERHOTEL,Whitewater,KS
HotelClerk
Resolvedguests'needs.ControlledreservationinpututilizingEECOcomputersystem.Handledincomingcalls.Maintaineddailyreportsinvolvingreturnguests，corporateaccounts,andsuiterentals.Inspectedrooms.
HotelClerk
Trainedpersonnel.Handledtelephone,internationalfaxandtelexbookings.Maintaineddailyandmonthly
reportstrackingdemandsandguaranteedno-showbilling.UtilizedAPTECcomputerforinputtinggroupbookingandlists.
WALDENHOTEL,****,KS
SalesAssociate
Assistedcustomers.Maintainedstock.Opened/closedshop.Trackedbestsellingnovels,andmaderecommendationstocustomers.
******BETHELCOLLEGE,******,KS
Secretary
Responsibleforgeneralclericalduties.Resolvedinquiries.Assistedinlocatingguestspeakers.
EDUCATION
****COLLEGE,***,**
***ofScience;Sociology,****
PREFERENCES
Furnisheduponrequest.
Candidate'scustomerrelationsandadministrativeskills,essentialinthehotel/hospitalityfield,areemphasizedthroughouttheresume.
