
JESICA GUIRIN

PROFESSIONAL EXPERIENCE
HILTON BUENOS AIRES HOTEL 11/20011 –
Current ly

Front Desk Agent (02/2018 – current)

 Respons ib le for welcoming and checking out gues ts
cord ia l ly and ef f ic ien t ly .

 Process ing gues t ´ s payment by cash or cred i t cards ,
preauthor iza t ion´s , devolu t ions , la te charges , re funds ,
c red i t no tes and changes on invoice’s accord ing
es tab l i shed procedures .

 Solve genera l inqui r ies and provide Hote l ’s informat ion to
gues ts and poten t ia l gues t s .

 VIPs and groups , adminis te r ameni ty orders for incoming
gues ts

 Process new reserva t ions , modi f ica t ions and cance la t ions
dur ing the reserva t ions depar tment c los ing hours .

 Execute fo l low up cal l s to cus tomers to ver i fy the i r
genera l sa t i s fac t ion .

 Consis ten t ly meet and exceed monthly guest’s
sat isfact ion goals whi le provid ing exce l len t cus tomer
serv ice .

Execut ive Lounge Attendant

 Welcome execut ive gues t on ar r iva l and ass i s t them dur ing
the i r s tay dea l ing ef f ic ien t ly wi th enqui res and any
compla in ts .

 Stay cur ren t wi th a l l ho te l se rv ices as wel l as VIP reques t
and spec ia l events

 Demonst ra te a Knowledge of externa l loca t ions , a t t rac t ions
and landmarks in the vic in i ty .

EDUCATION

Universidad Nacional de Moron

Tourism & Hotel Management
2013 – current

Cruz Roja +

Radiologist Technician
2008-2011

COURSES & TRAINING

Addit ional Training

Finance department cross
training program – Hil ton Bs. As.

(2019)
Receptionist cross training

program – Hil ton Bs. As. (2018)

Courses

Passport to Success train the
trainers – Internat ional Youth

Foundat ion (2017))

SUMMARY

HIGHLIGHTS

Passionate about teamwork, as an asset to overcome dif f icul t ies
and achieve our goals , wi th ef fort and tenaci ty .
Inspir ing others is the energy needed to set in motion a team
that can achieve any object ive .
Compromise towards proving a service of Excel lency , wi l l
resul t in the team to fol low and always str ike for the best .
Prof ic iency at mult i tasking , being able to rotate concentrat ion
smoothly and ent irely from one act iv i ty to another .

 Sales & Market ing. .
 Talent development .
 Business generat ion.

 Excel lent customer service.
 Operat ional improvements .
 Flexible schedule.



LANGUAGE & TECHNICAL
SKILLS

English

Writ ten & oral : Advanced.

Portuguese

Writ ten & oral : Basic.

Hotel Management platforms

Data Management
Micros

Medal l ia
OnQ rates & Inventory

Off ice
Microsoft Word
Microsoft Excel

Microsoft Power Point

ADDITIONAL SKILLS

Professional
Detail-oriented
Service-minded

Organized
Flexible & dynamic

Personal
Self-Awareness

Empathy & integrity
Strong communication

skil ls

Front Desk Agent & Telephone Operator (11/2011 –
12/2015)

 Proper ly answer the te lephone and emai l inqui r ies .
 Input messages in to the computer and advise o ther team

members of spec ia l gues t needs .
 Receive spec ia l reques ts f rom gues ts and respond them

appropr ia te ly .

TELETECH 02/2005 – 09/2010

Sprint
Business Customer Service Representative

 Solve cus tomer inqui r ies and problems via phone and emai l .
 Schedule changes and product enhancements or changes .
 Return cred i t problems and answer b i l l ing ques t ions .
 Refunds and cred i t no tes or changes on invoice .
 Tracking devices , ga ther ing informat ion and/or

t roubleshoot ing.

Target Store Customer Service Team Leader

 Develop a s t ra tegy the team wil l use to reach i t s goa l .
 Provide any t ra in ing tha t team members need .
 Communica te c lear ins t ruc t ions to team members .
 Lis ten to team members feedback .
 Moni tor team members par t ic ipa t ion and see i f any

addi t iona l t ra in ing is needed .
 Crea te repor t s to update the company on the team´s

progress .

FREELANCE JOBS

Investment founds-Startups- Technology
funding

Real State Data

Manager/ Business developer


