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Professional Summary
Friendly and professional receptionist with 4+ years of experience providing exceptional customer service and administrative support in a fast-paced corporate environment. Adept at managing a busy switchboard, scheduling appointments, and handling a variety of office tasks with efficiency. Known for creating a welcoming atmosphere for clients and visitors.

Professional Experience
Receptionist
XYZ Corporation, City, State | June 20XX - Present
· Warmly greet and assist clients, visitors, and staff with professionalism and courtesy.
· Manage a high volume of incoming calls, efficiently routing them to the appropriate departments.
· Schedule appointments and meetings using Microsoft Outlook, ensuring optimal use of resources.
· Maintain and update the digital filing system, improving accessibility and reducing search times.
· Handle incoming and outgoing mail, packages, and deliveries with precision.
· Collaborate with the facilities team to ensure a tidy and organized reception area.

Front Desk Coordinator
ABC Company, City, State | January 20XX - May 20XX
· Assisted the head receptionist in managing front desk operations smoothly.
· Provided administrative support, including data entry, photocopying, and filing.
· Managed incoming calls, transferring them to the relevant personnel efficiently.
· Coordinated office supplies, placing orders, and maintaining inventory levels.
· Assisted in planning and organizing company events and meetings.

Education
Associate Degree in Business Administration
Community College of Anytown, State | Graduated May 20XX

Key Skills
· Telephone Etiquette
· Microsoft Office Suite (Word, Excel, Outlook)
· Appointment Scheduling
· Data Entry (60+ WPM)
· Multitasking
· Office Equipment Operation (Fax, Copier, Printer)
· Inventory Management
· File Organization
· Email Management
· Calendar Management

Certifications
Certified Administrative Professional (CAP)

Additional Skills
Proficient in [list any additional software or languages if applicable]
Fluent in [languages spoken, if relevant]
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