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(555) 123-4567
jane.doe@email.com
linkedin.com/in/janedoe
123 Main Street,
Springfield, IL 62704
SKILLS
●  Front Desk & Reception Management
●  Multi-Line Phone Systems
●  Appointment Scheduling
●  Microsoft Office Suite
●  Visitor & Vendor Coordination
●  Data Entry & Records Management
●  Customer Service Excellence
●  Time Management
LANGUAGES
English — Fluent
Spanish — Conversational
CERTIFICATIONS
Certified Administrative Professional (CAP)
First Aid & CPR Certified
	Sheena Diwedi
Front Desk Manager

PROFILE
Friendly and organized receptionist with 4+ years of experience welcoming visitors, managing busy front desks, and supporting daily office operations. 
Skilled at multitasking in fast-paced environments while maintaining a warm, professional presence. 
Recognized for dependability, clear communication, and a genuine commitment to great service.
WORK EXPERIENCE
Senior Receptionist	Jan 2022 – Present
Meridian Corporate Center, Springfield, IL
▪  Greet an average of 80+ visitors and callers daily, directing them to the correct department promptly.
▪  Manage a multi-line phone system, screening and routing calls for a team of 40+ staff members.
▪  Coordinate meeting room bookings, catering orders, and travel arrangements for executives.
▪  Maintain visitor logs and badge issuance in line with building security protocols.
▪  Trained and mentored two new front-desk hires on office procedures and scheduling software.
Receptionist	Jun 2019 – Dec 2021
Lakeside Family Dental Clinic, Springfield, IL
▪  Scheduled and confirmed patient appointments, reducing missed visits by keeping reminder calls current.
▪  Processed patient check-in and check-out, including insurance verification and payment collection.
▪  Maintained accurate digital patient records in compliance with clinic privacy policies.
▪  Handled incoming correspondence, supply orders, and general administrative support for four dentists.
Front Desk Assistant (Part-Time)	Aug 2017 – May 2019
Hillcrest Community Center, Springfield, IL
▪  Welcomed members and guests, answered inquiries, and processed membership registrations.
▪  Supported event check-in for community programs, keeping the desk organized during peak hours.
EDUCATION
Associate Degree in Business Administration	2015 – 2017
Springfield Community College
REFERENCES
Available upon request.
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