RAYA RESORT
Fairfax, VA 22030 ∙ 703-999-999 ∙  rresort@gmu.edu ∙ www.linkedin.com/in/rrestortsample 
 
RESERVATION AGENT APPLICANT

EDUCATION  [List starting with the most recent credential and work backwards – delete this note]
George Mason University, (GMU) Fairfax, VA                                                                                                             Expected May 20xx
Bachelor of Science, Tourism and Events Management, GPA 3.3

Relevant Coursework: Introduction to Travel and Tourism, Introduction to Events Management, Hospitality Management Information System, Food and Beverage Management, Wedding Planning 

RELATED EXPERIENCE [List starting with the most recent experience and work backwards – delete this note]
Front Desk- Intern, Quality Stay, Highland Park, VA                                                                                             May 20xx-August 20xx
· Managed an average of 60 nightly check-ins, promoted hotel services, and delivered high-quality guest service.
· Assisted guests with arrival and departure processes to ensure a positive front desk experience.
· Coordinated with the hotel’s cleanliness team daily to follow safety and sanitation guidelines.
· Entered and retrieved guest information in the OPERA Property Management System (PMS) software, confirming details such as occupancy and room rate.
· Assigned rooms based on guest needs and programmed electronic key cards using Vingcard.
· Applied Microsoft Copilot to summarize shift notes, organize daily tasks, and draft guest communication templates.
· Leveraged AI-powered scheduling tools to support shift planning and improve front desk workflow efficiency.

ADDITIONAL EXPERIENCE [List starting with the most recent experience and work backwards – delete this note]
Resident Advisor, GMU, Fairfax, VA                                                                                                                  September 20xx-May 20xx
· Managed and regulated first-year student residence hall; enforced university safety policies.
· Advised 50+ students on academic and personal issues; referred students to appropriate university resources and campus services.
· Assessed student needs and interests to develop suitable programs; arranged presenters and coordinated 3 programs per semester (9+ annually).
· Scheduled, managed program reservations, and coordinated logistics using Mason 360 software.
·  Communicated with vendors and presenters using Microsoft Teams and Outlook.
· Provided front-line customer service, resolved conflicts, and maintained detailed records in university database systems.
· Used Microsoft Copilot to draft program communications, summarize student feedback, and organize scheduling materials.

HONORS/ACTIVITIES
Vice-President, Eta Sigma Delta: International Hospitality Management Society, GMU                         September 20xx-Present
· Coordinated two networking events for 75 members and served on the advisory board.
· Recipient of the Falls Church Professional Employer Association Scholarship 20xx.

SKILLS:
Property Management Systems (PMS): OPERA, Canary Front Desk
Booking & Reservation Systems: OPERA Cloud, WebRezPro, Mason 360
Electronic Key Card Programming: Vingcard
Point-of- Sale (POS) Systems: Micros, Oracle MICROS
Microsoft Office Suite: Word, Excel, PowerPoint, Outlook, Access
AI & Productivity Tools: Microsoft Copilot, Microsoft Teams
Language: Intermediate Spanish
Certifications: Google Workplace AI for Productivity Certification (20xx)
