	
	
	
	
	
	
	
	
	
	

	
	[YOUR NAME]
Receptionist
Address, City, ST ZIP Code | Telephone | Email
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	Junior receptionist with an experience of 3 years. Worked in industries such as hospitals and universities. Pleasant personality and excellent communication skills. On top of every matter to keep the employees and customers updated about the current matters. Experience in meeting and greetings clients and providing them the required information.
Booking meetings for employees and making travel arrangements for them. A good aesthetic sense which helped to keep the office clean and presentable. Received and posted emails. Kept a log of all the emails and made sure that they are delivered to the right person. Screened phone calls and transferred them to the respective person. Experience in handling phone systems and software.

	

	
	
	

	
	
	

	
	My objectives in this job are:
· To maintain security and telecommunications systems.
· To greet, welcome and direct customers and visitors.
· To maintain a schedule for the senior management.
	DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
Related coursework: Click here to enter text
Related coursework: Click here to enter text
	

	
	
	
	

	
	
	
	

	
	Work experience
Job Title | Company | Dates From - To
My roles in this job are/were:
· To attend, answer and forward telephone calls.
· To greet walk-in customers.
· To direct customers to the relevant person or area.
· To monitor visitors access to ensure the security and confidentiality of the company.
· To use office equipment such as computers, fax and printers.
· To research and search information to the relevant personnel.
 Job Title | Company | Dates From - To
My roles in this job are/were:
· To perform support tasks for the management.
· To perform all clerical tasks such as filing and maintaining documents.
· To maintain a schedule and mark calendars for the management.
· To copy and maintain the records and documents.
	skills/competencies
· Telephone skills.
· Verbal communication.
· Computer and IT skills.
· Customer focused.
· Supply management.
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
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.
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