Front Desk Receptionist Resume Example
.
Full Name
[Street, City, State, Zip] | [Phone] [Email Address]

FRONT DESK RECEPTIONIST
Profile
Hardworking front desk receptionist with excellent communication skills and a pleasant personality, can multi-task efficiently and adjust as per changing environments.
· Proficient in computer/software, Internet and E-mail tools. 
Objective – Front office position, where I can help in creating a positive image of the firm by politely and effectively communicating with clients.
Work Experience
F&Y Property Services Manhattan, NY  2007 – Present
Front Desk Receptionist
Key Functions:
· Answered customers’ calls and guided them by solving their predicaments. 
· Received and greeted clients politely, leaving a positive impression of the firm in their minds. 
· Sorted general complaints and issues of workers and customers. 
· Set appointments for managers and clients per request, with due consideration to their schedules. 
· Coordinated with the staff at meetings and conferences to make arrangements for refreshments and meals. 
· Collected emails and replied as per the instructions of seniors and mangers. 

