Hristinka (Ina) Miteva

Cypress, CA 90630

inamiteva@abv.bg
310 866 9483

Work Experience

Guest Services Agent
Embassy Suites by Hilton -Los Angeles International Airport
July 2024 – Present
· Completed guest check-ins, verified guest details, and selected rooms based on preferences and needs.

· Promoted the Hilton Honors program, explaining benefits and encouraging sign-ups.

· Provided welcome packets and assisted guests with check-in/check-out processes.

· Addressed special guest requests and directed them to appropriate team members.

· Managed hotel services, tracked charges, and assisted with payment processing.

· Responded to phone and email inquiries, ensuring smooth communication with guests.



Cruise Line Check-In Agent
SMS International Shore Operations – San Pedro (Princess, Norwegian, Viking, Oceania)
September 2022 – July 2024
· Greeted guests and assisted with embarkation and debarkation.

· Monitored luggage traffic and assisted in U.S. Customs and Border Protection (CBP) areas.

· Verified travel documents, input registration information, and issued boarding materials.

· Provided exceptional service during the embarkation process, ensuring smooth operations.

· Active TWIC cardholder with experience in port operations.



Senior Tax Professional
H&R Block – Long Beach, CA
Tax Seasons: 2019, 2020, 2021
· Conducted face-to-face tax interviews, preparing complete and accurate tax returns.

· Increased business growth and client retention by offering additional products and services.

· Provided IRS audit support and ensured tax compliance for clients.

· Worked collaboratively with the office team to prioritize office tasks and meet deadlines.



Skills & Certifications

· Customer Service: Strong interpersonal skills, guest relations, handling special requests, managing guest complaints and concerns effectively, and attention to security protocols.
· Financial Management: Account reconciliation, billing, collections, and payment processing.

· Tax Preparation: Preparing and filing accurate tax returns, conducting client interviews, and bookkeeping.

· Technical Skills: Familiar with hotel OnQ and cruise check-in systems, accounting software (QuickBooks, NetSuite, Excel, Adobe), and TWIC cardholder.

