
Robert Smith
Front Desk Greeter

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

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

As a Front Desk Greeter, provide general clerical support which may include postal deliveries 
distribution, data entry, creating signs or labels, documenting incidents, and documenting 
processes.

SKILLS

Strong administrative/support skills and attention to detail.

WORK EXPERIENCE

Front Desk Greeter
ABC Corporation  August 2000 – March 2001 
 Operated a multi-line system to answer calls, transfer calls, provide information, schedule 

appointments and take messages as needed.
 Greeted walk-in clients and make sure they are comfortable while they wait for their 

scheduled appointment.
 Maintained a copy of the director schedule and make, adjust or cancel appointments when 

necessary.
 Performed administrative tasks as needed, including proofreading, transcription and creating 

invoices.
 Maintained records and files.
 Oversaw the office budget.
 Processed all spa and personal training transactions.

Front Desk Greeter
Delta Corporation  1998 – 2000 
 Enter guests name and information into reservation system at front desk
 Seat guests in dining areas as soon as a table is available to accommodate their party size.
 Suggest seating in the bar for over 21 &amp; patio when the dining room is full
 Rotate tables in server sections daily
 Answer guest inquiries.
 Maintain a reservation list as appropriate.
 Keep a positive friendly attitude at all times, even in stressful situations

EDUCATION

High School Diploma

© This Free Resume Template is the copyright of Qwikresume.com. Usage Guidelines

mailto:info@qwikresume.com
https://qwikresume.com/free-resume-template-usage-guidelines/
https://qwikresume.com/resume-samples/
http://www.qwikresume.com/

	SUMMARY
	As a Front Desk Greeter, provide general clerical support which may include postal deliveries distribution, data entry, creating signs or labels, documenting incidents, and documenting processes.
	SKILLS
	Strong administrative/support skills and attention to detail.
	WORK EXPERIENCE
	Front Desk Greeter
	ABC Corporation - August 2000 – March 2001
	Front Desk Greeter
	Delta Corporation - 1998 – 2000

	EDUCATION

