EMMA JOHNSON

Front Desk Executive

PROFESSIONAL SUMMARY

Accomplished Front Desk Executive with 7 years of experience in
delivering exceptional guest services and managing front office
operations. Adept at handling high-volume inquiries and ensuring a
welcoming environment. Committed to enhancing client satisfaction
and fostering strong relationships within a diverse team.

WORK EXPERIENCE

Front Desk Executive & Apr / 2020-Ongoing
Seaside Innovations X Santa Monica, CA

1. Managed high volumes of incoming calls, directing them efficiently
to appropriate departments.

2. Welcomed and assisted visitors, maintaining a professional and
friendly atmosphere.

3. Maintained accurate guest registers and staff attendance records.

4. Handled incoming and outgoing correspondence, ensuring timely
responses.

5. Supported the accounts department by processing reimbursement
requests promptly.

6. Ensured the reception area was always presentable and inviting for
guests.

7. Explained company policies and procedures to clients and staff as
needed.

Front Desk Executive B8 Apr/ 2018-Apr / 2020
Silver Lake Enterprises X Seattle, WA

1. Provided front desk support at Aspire Systems, managing over 20
calls per hour.

2. Coordinated hotel bookings and travel arrangements for clients and
staff.

3. Maintained inventory of office supplies, ensuring availability for daily
operations.

4. Organized and managed client appointments, enhancing service
efficiency.

5. Facilitated the preparation of reports and documents for
management.

6. Oversaw the scheduling of meetings and event spaces, optimizing
resource use.

EDUCATION
Bachelor of Business Administration £ Apr / 2016-Apr / 2018
University of Phoenix X Denver, CO

Focused on management principles and effective communication
strategies.
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SKILLS

Microsoft Office Suite
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Time Management
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Multitasking And Time Management
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Feedback Handling
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Appointment Setting
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Service Orientation
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STRENGTHS
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LANGUAGES
English Mandarin German

ACHIEVEMENTS

‘& Achieved a 95% customer satisfaction
rating through exceptional service delivery.

“f¢ Streamlined office procedures, reducing
response times to guest inquiries by 307%.

“f Successfully managed over 200 guest
check-ins and check-outs monthly,
ensuring a smooth experience.
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