BLESSING JOSEPH AKPAN
Lawoke, Lagos  |  0704 464 8903  |  blessingakpan2102@gmail.com
PROFESSIONAL SUMMARY
Customer-focused hospitality and administrative professional with 2 years of waitress experience and over 1 year as a Personal Assistant / Front Desk Receptionist. Skilled in delivering excellent guest service, handling cash accurately, managing front-desk operations, and supporting smooth daily workflows. Reliable, presentable, and adaptable, with strong interpersonal skills and a proven ability to learn new systems quickly through training.
KEY SKILLS
· Customer Service & Guest Relations
· Front Desk & Reception Support
· Food & Beverage Service
· Cash Handling & Payment Processing
· Verbal Communication & Enquiry Handling
· Complaint Resolution
· Teamwork & Professional Conduct
· Quick Learner & Adaptable
· Basic Computer Skills (willing to train on company systems)
WORK EXPERIENCE
Waitress  |  Hospitality Company  |  October 2023 - December 2024
· Welcomed guests and delivered friendly, professional service that enhanced the overall customer experience.
· Accurately took and communicated food and beverage orders to the kitchen and bar teams.
· Handled cash transactions and supported accurate payment processing.
· Maintained a clean, organised, and welcoming service area throughout shifts.
· Responded promptly to customer requests and collaborated effectively with colleagues during peak periods.
Personal Assistant / Front Desk Receptionist  |  More Blessing Construction Company  |  January 2025 - May 2026
· Welcomed visitors and handled enquiries in a professional and courteous manner.
· Supported daily administrative and front-desk operations to ensure smooth office functioning.
· Communicated with clients and colleagues while helping coordinate routine tasks.
· Managed information and day-to-day responsibilities with a high level of professionalism and confidentiality.
· Quickly adapted to new tasks and contributed to efficient office operations.
EDUCATION
Olabisi Onabanjo University  —  2019 – 2024
Bachelor of Agriculture
Major In Forestry and Wildlife 
Lagos State Model College, Badore  —  2011 – 2019
Shepherd Academy  —  2009 – 2011
ADDITIONAL INFORMATION
· Strong interpersonal and communication skills
· Customer-service oriented with a professional appearance and conduct
· Comfortable handling cash and interacting directly with customers
· Basic computer knowledge with a strong willingness to learn company-specific systems through training
REFERENCES
Available on request
