[image: image5.png]


 
Curriculum vitae
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	WORK EXPERIENCE
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	16/07/2018–19/08/2018
	Trainee receptionist

	
	Hotel La Bussola
Via Guido Boggiani 54, 28100 Novara (Italy) 
www.labussolanovara.it 

	
	In this workplacement i learned how to: 

-taking and making reservation

-answering the phone

-helping the guests 

-making the room key card

-registering the guest using “hotel 2000”

-filling in forms

	
	Business or sector Hospitality 


	13/06/2017–16/07/2017
	Trainee travel agent

	
	Cristanini Viaggi
Via Largo Leonardi 13, 28100 Novara (Italy) 
www.cristaniniviaggi.it 

	
	In this training i learned how to:

-creating a journey 

-helping the guests 

-answering the phone

-proposing a trip 

	
	Business or sector Travel 


	EDUCATION AND TRAINING
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	11/09/2018–07/06/2019
	National higher livel certificate in hospitality
	

	
	Istituto Professionale di Stato Giuseppe Ravizza
Corso Risorgimento 405, 28100 Vignale (Italy) 
www.ravizzanovara.gov.it 

	
	-italian
-mathematics

-history

-foreign languages ( English and French )

-economics

-food science 

-haccp

-reception ( hospitality management )

-holiday at home

-catering


	28/09/2018–28/09/2018
	Reception service
	Work experience through the school

	
	Fiera del Benessere, Novara (Italy) 

	
	-helping the guest 

-giving information

-filling in forms

 


	PERSONAL SKILLS
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	Mother tongue(s)
	Italian

	
	

	Foreign language(s)
	UNDERSTANDING
	SPEAKING
	WRITING

	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	English
	A2
	A2
	A2
	B1
	B1

	French
	A1
	A2
	A1
	A2
	A1

	
	Levels: A1 and A2: Basic user - B1 and B2: Independent user - C1 and C2: Proficient user

Common European Framework of Reference for Languages 


	Communication skills
	-able to listening acquired by my 5 years at school and during my training

-good non verbal communication acquired by my reception school service 

-able to be empathy acquired by my workplacement in hotel 

-confident speaking abilities acquired during my training as receptionist


	Organisational / managerial skills
	- able to work in a fast place enviroment acquired by my workplacement at the hotel

-work under own initiative acquired by my school training
-cheerful attitude acquired by the reception service at school

-confident and positive attitude acquired by my training in hotel 

 


	Job-related skills
	-checking in and out the guests 

-writing email about information and reservation

-able to creating and planning tour packages acquired by the hospitality course at school

-able to using HOTEL 2000 ( hotel management software)


	Digital skills
	SELF-ASSESSMENT

	
	Information processing
	Communication
	Content creation
	Safety
	Problem solving

	
	Independent user
	Basic user
	Independent user
	Basic user
	Basic user

	
	Digital skills - Self-assessment grid 

	
	 Use of computer-based technologies to manipulate, create, store and retrieve information:

- Word Processors (Word , Publisher,)

- Multi-media (Powerpoint, Movie maker, )

-Create a web site ( Weebly.com )

Use of computer-based technologies to locate, access, evaluate, store and retrieve information and to express ideas and communicate:

- Internet browsers

- Email systems


	Driving licence
	AM, B
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