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Eszter Kálmán
	Work experience
	2007 – present  

Translator

· Translating websites in Italy for hostels from Italian to Hungarian and English

· Transcribing, translating and voice-overs for University of Maryland (English to Hungarian)

· Translating official documents from English to Hungarian

· Freelance translations
06/2011 –  06/2012              Hotel del Coronado                                                 San Diego,California

Front Desk Agent

· Managed customer Check- in and check-out in a timely and well-manner

· Performing front as well as back of house duties for the satisfaction of every guest

· Organizing, making and canceling reservation bills

· Aware of pertinent information related to each group in the hotel and when and where meetings will be held

· Providing guests fast, friendly and efficient service while managing guests on telephone as well as in front of me
11/2009 – 11/2010               Apartments Apart                                                        Rome, Italy

Front Desk Agent

· Managed customer check-in and check-out in a timely and courteous manner
· Oversaw room assignment, guest payment, and any guest concerns during stay
· Responded to reservation inquiries over telephone and ensured reservations were taken correctly
· Worked closely with Management to resolve any serious guest concerns without delay
03/2007 – 10/2009               Hotel Alessandro Palace                                              Rome, Italy

Front Desk Agent

· To carryout all necessary operations when guests arrive and depart (check-in/ check-out)

· Respond to guest requests

· To train the new staff members

· Manage invoicing payments and cash operations during the day shift

· Supervising reception and co-ordinates the allocation of bedrooms with the Housekeeper

	
	04/2005 – 01/2007                 hat Advertising Agency
                                    Budapest, Hungary

Account  assistant

Main tasks:

· Daily client contacts

· Coordinating ATL and BTL campaigns (V, radio, press, outdoor, online campaigns, events)

· Preparing presentations, subcontractor contacts

Clients: Hungarian Railway Ltd., First Mortgage Hungary, Wyeth

	Education
	1999 - 2005
Szeged University
                 Szeged, Hungary

· Communication studies major

· 3 months scholarship in Jaen,Spain

	Languages
	English – fluent

Italian – fluent

Spanish –fluent

Portuguese – basic level

Hungarian – native

	Qualifications and skills
	Excellent communication skills

Ability to speak several languages

Good organizational skills

Profound ability to work closely and cooperatively with fellow employees and guest

Energetic personality, ability to work independently and under pressure

Reliable, precise worker,professional attitude

Excellent Word, Excel, Power Point skills

	Hobbies
	Theater, traveling, flamenco, sports


