MIA TAYLOR

Appointment Specialist

& support@qwikresume.com % (123) 4567899 9 Los Angeles

@ www.gwikresume.com

PROFESSIONAL SUMMARY

Dynamic Appointment Specialist with 7 years of experience in optimizing client interactions and scheduling efficiency.
Proven track record in enhancing customer satisfaction through effective communication and organization. Adept at
managing multiple appointments while ensuring a seamless experience for clients and staff. Eager to contribute expertise
in a fast-paced environment for continued organizational success.

WORK EXPERIENCE
Appointment Specialist B Mar/2021-Ongoing
Seaside Innovations X Santa Monica, CA

1. Promptly addressed inquiries from clients via phone, email, and fax, ensuring quick resolutions.
2. Coordinated with clients and colleagues to facilitate smooth order processing and scheduling.
3. Generated new leads through proactive outreach and follow-up communications.

4, Fostered strong relationships with internal departments to enhance service delivery.

5. Ensured accurate data entry and documentation of client interactions and appointment details.
6. Provided comprehensive support to listing agents by managing appointment logistics.

7. Collaborated with market coordinators to ensure alignment on client needs and expectations.

Admin/Clerical & Mar/2018-Mar /2021
Crescent Moon Design X Portland, OR

1. Welcomed visitors and clients, maintaining an organized appointment and visitor log.

2. Ensured the lobby area is professional and stocked with relevant materials for clients.

3. Handled walk-in inquiries with professionalism, delivering accurate information promptly.
4., Assisted clients with appointment scheduling and provided necessary documentation.

5. Coordinated with Case Specialists to facilitate client support requests effectively.

6. Processed applications for services, ensuring all necessary information was collected.

EDUCATION
Associate of Applied Science in Business Administration 8 Mar /2015-Mar /2018
Springfield Community College ¥ Toronto, ON

Focused on business operations and customer service strategies.

SKILLS

Phone Etiquette Microsoft Office Suite Multitasking Scheduling Appointments
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ACHIEVEMENTS

E" Improved appointment scheduling efficiency by 30% through streamlined processes.
“fr Achieved a 95% customer satisfaction rating based on feedback surveys.

{" Successfully managed over 1,000 appointments per month, ensuring timely communications.
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