	
	
	
	
	
	
	
	
	
	

	
	[Your Name]
Front Desk Officer
Address, City, ST ZIP Code | Telephone | Email
Website: wordexceltemplates.com
	

	
	
	

	
	
	

	
	
Professional front desk officer who was responsible to welcome guests and provide for their needs. Familiarity with all the office machines and equipment’s. Hands on experience of office management and basic bookkeeping. Excellent communication skills both written and verbal and basic knowledge of multiple languages has helped to easily build a relationship with the customers and guests.
Ability to understand the needs of the guests and respond with relevant information accordingly. Customer service approach has helped a lot to perform well and receive positive feedback. Problem solving skills in work and otherwise. Knowledge of computer soft wares which are used on daily basis such as MS office and word. 
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Work Experience:
ABC Company
My roles in this job were:
· To keep the front desk tidy and presentable.
· To greet and welcome visitors.
· To answer calls, emails and provide the relevant information.
· To redirect the calls to the relevant person.
· To receive and distribute any letters and packages.
· To draft outgoing emails and letters.
· To check, sort and forward emails.
· To maintain updated records and files.
· To monitor office expenses and document them.
XYZ Company
My roles in this job were:
· To draft correspondence and prepare financial spreadsheets.
· To prepare presentations for clients.
· To manage the calendars of senior executives.
· To organize and arrange business travel for the senior management.
· To order office supplies and document the expenses.
· To perform occasional bookkeeping tasks. 
	
Education
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
Objective:
My roles in this job were:
· To keep the front desk tidy and presentable with all the necessary materials.
· To greet and welcome guests.
· To provide information to the guests.
· To answer any questions and complaints by the customers and employees.
Skills:
· Communication skills both written and verbal.
· Knowledge of different languages.
· Computer skills.
· Time management and organizational skills.
· Presentable and well equipped.

	

	
	
	
	

	
	
	
	

	
	Management
Think a document that looks this good has to be difficult to format? Think again! To easily apply any text formatting you see in this document with just a click, on the Home tab of the ribbon, check out Styles.
	

	
	Communication
Think a document that looks this good has to be difficult to format? Think again! To easily apply any text formatting you see in this document with just a click, on the Home tab of the ribbon, check out Styles.
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