
Front Desk Greeter

ROBERT SMITH

Phone: (123) 456 78 99 
Email: info@qwikresume.com

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

To secure a part-time job with opportunities to learn and grow. Perform a range of duties including 
answering phone calls, managing the switchboard, and maintaining the office budget.

Skills

Microsoft Office, Marketing.

Work Experience

Front Desk Greeter
Equinox  October 2015 – 2022 
 Greeted all members/guests as they enter and exit the gym in a friendly, welcoming manner.
 Maintained a clean front desk environment.
 Answered members/guest calls and questions in a friendly manner.
 Act as a liaison for our spa, shop, personal training, group fitness, membership advisement, 

and maintenance departments.
 Assured all member dues are up to date and accounts are active.
 Processed all comments, concerns, complaints, and praises in a timely manner so that 

managers may assess the situation.
 Counted and processed daily fitness class counts.

Front Desk Greeter
Delta Corporation  2013 – 2015 
 Greet people entering the building, answering any questions, providing directions and alerting

staff when someone is there to meet or visit them.
 Answer a multiple line phone system, manage calls by routing them to the proper extensions 

or taking messages and delivering them within our message system along with setting up 
conference calls as requested.

 Manage the building log of who is entering and exiting the building.
 Accept deliveries and mail, organize them to be distributed to the correct recipients using the 

office mailing system and ensure they get to the recipient in a timely manner while also 
managing outgoing mail and packages for pickup.

 Serve as the face of the company, offering friendly service to those entering the building or 
calling in on the phone.

 Maintain the reception area, keeping it clean and free of clutter.
 Assist new applicants who come into the building to apply for positions, including providing 

them with applications, pens and clipboards along with any reference material they may 
need, such as telephone directories or Wi-Fi passwords.

Education

Interdisciplinary Studies - (Florida International University)
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