Sophie Hughes
a: Sheffield, South Yorkshire
t: 07700 900316
e: sophie.hughes@example.com
Profile
· Receptionist with seven years’ experience in corporate offices and hotels.
· Manage visitors, calls and changing bookings with a calm, welcoming approach.
· Use Outlook, Teams and Envoy; experienced in Opera reservations and guest accounts.
· Organise clear handovers, accurate records and dependable reception cover.
Work history
May 2022 – present
Receptionist
Alder & Wren Consulting, Sheffield
Share front-desk cover for an 80-person office with six meeting rooms.
· Welcome visitors, arrange Envoy sign-in and notify hosts of arrivals.
· Route calls and emails, record messages and follow up requests with colleagues.
· Book rooms in Outlook, organise refreshments and arrange video-call support.
· Issue temporary passes, maintain courier records and report facilities faults.
· Introduced a handover checklist adopted by both receptionists and three cover colleagues.
· Created a shared booking sheet with room instructions and catering deadlines for all six rooms.
June 2019 – April 2022
Hotel Receptionist
Millstone House Hotel, Sheffield
Worked early, late and weekend shifts at a 64-bedroom independent hotel.
· Used Opera for check-ins, departures, telephone reservations and room allocations.
· Processed payments and deposits, checked guest bills and reconciled the reception till.
· Coordinated room readiness with housekeeping and reported maintenance requests.
· Resolved booking and billing queries, recording agreed actions for the next shift.
· Prepared rooming lists for groups of up to 30 rooms, checking changes with organisers.
· Trained two receptionists in reservations, payment checks and shift handovers.
September 2016 – May 2019
Customer Service Assistant
Hillside Home & Garden, Sheffield
Supported customers at the service desk of a home and garden retailer.
· Answered product and delivery enquiries at the desk and by telephone.
· Processed purchases, refunds and exchanges within agreed authorisation limits.
· Recorded orders and collection dates, checking details with the stock team.
· Resolved delayed collections by confirming stock and arranging alternatives.
· Counted the service-desk till with the supervisor and recorded discrepancies.
· Helped seasonal colleagues learn the returns process over two recruitment rounds.
Education
June 2016
8 GCSEs, grades A–C, including English (B) and Maths (B)
Silverdale School, Sheffield
Interests
I enjoy baking, playing in a local netball team and walking in the Peak District.
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