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Energetic and result oriented receptionist who knows how to manage work load and people with strong administrative skills with experience in a fast-paced work environment. Practical experience to support the mid and top level management. Excellent organization, time management and communication skills. 
	

	
	
	
	
	

	
	
	
	
	

	
	
Work Experience:
ABC Company 
My roles in this job are:
· To manage receptionist area including greeting the customers, visitors or vendors. 
· To respond phone calls, emails, letters or other requests for information.
· To handle public and media inquiries.
· To handle the inquiries, quotes and meetings with the vendors.
· To write reports, emails, minutes of the meetings and hand written notes.
· To disperse the mails to the relevant person in office.
· To make copies, send faxes and manage any outgoing correspondence.
XYZ Company 
My roles in this job were:
· To maintain the front desk area in a presentable way.
· To supply key cards and building access to employees and visitors.
· To advertise the open vacancies on websites and newspapers.
· To receive and distribute mails and faxes on a timely manner.
· To support executives and handle any extra projects.
· To attend minutes to take notes and circulate minutes of the meetings to the staff.
· To provide administrative support to a team of 5 people.
· To gather information regarding customer needs and introducing them with the services and products available.
	
Key Skills/Objectives:
· To provide secretarial skills to the management.
· To provide excellent customer support service.
· To manage front desk operations in the most efficient manner.
· To manage operations in timely, professional and courteous manners.
· To schedule meetings and plan events and conferences.
· To operate daily inventory records.
Technical skills:
· Multi-line phone system.
· MS office expert.
· Typing skills.
· Communication skills.
· Scheduling and attention to details.
Communication:
You delivered that big presentation to rave reviews. Don’t be shy about it now! This is the place to show how well you work and play with others.
Leadership:
Are you president of your fraternity, head of the condo board, or a team lead for your favorite charity? You’re a natural leader—tell it like it is!
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