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Seeking employment with a company where can grow professionally and personally. 
Seeking challenging opportunities where use skills for the success of the 
organization.

EXPERIENCE

Front Desk Secretary III
ABC Corporation - NOVEMBER 2010 – SEPTEMBER 2011

 Operated telephone switchboard to answer, screen, or forward calls, 
providing information, taking messages, or scheduling appointments.

 Greeted persons entering an establishment, determine nature and 
purpose of visit and direct or escort them to specific destinations.

 Transmitted information or documents to customers, using computer, 
mail, or facsimile machine.

 Performed administrative support tasks, such as proofreading, 
transcribing handwritten information or operating calculators or 
computers to work with pay records, invoices, balance sheets, or 
other documents.

 Provided information about establishments, such as the location of 
departments or offices, employees within the organization, or 
services provided.

 Scheduled appointments and maintain and update appointment 
calendars.

 Analyzed data to determine answers to questions from customers or 
members of the public.

Front Desk Secretary 
Delta Corporation - 2009 – 2010

 Served clients in a small attorneys office by greeting them as they 
came in the building or answering the telephone in order to provide 
great.

 Assisted attorneys by transferring calls to the correct extensions, 
filing confidential paperwork and checking the mail to make sure that 
all.

 Duties included Assisted with all appointments for Flagler College 
Baseball Team Players, heavy phone coverage, checked patients in, 
scheduling.

 Answering phones, providing quality customer service, file/data input,
Faxing confidential information, writing checks, Ordering automotive 
parts.

 Answering phone calls, directing parents with check-in and check out 
of students Enrolling new students, filing new student information and
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updating.
 Working with parents, teachers, and the administrative staff has 

taught me to work quickly, effectively and has taught me how to 
handle parents.

 Skills Used Typing, Microsoft programs, word, PowerPoint, access, 
excel, outlook, synergy, customer service, filing, answering phones 
(multiple lines).

EDUCATION

 Administrative - (Edwards Academy Temple Tx United States, Virginia 
College Austin Tx United States)

SKILLS

Administration, Manager, Sales, Managing People, Bilingual.
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