HENRY WALKER

Front Office Coordinator

& support@qwikresume.ccom & (123)4567899 @ LosAngeles @ www.qwikresume.com

PROFESSIONAL SUMMARY SKILLS

Proficient Front Office Coordinator with two years of experience in Project Coordination
enhancing operational workflows and fostering positive client
experiences. Adept at managing communications, scheduling
appointments, and maintaining a welcoming environment. Driven to Microsoft Powerpoint
deliver exceptional service and support the efficiency of office
operations while promoting a collaborative team atmosphere.

L

Feedback Handling

WORK EXPERIENCE _________________NEm
Front Office Coordinator B9 Mar / 2024-Ongoing Customer Service Management
Quantum Solutions LLC X Phoenix, AZ
1. Greeted patients and visitors, providing a warm and professional Vendor Coordination

welcome.
2. Managed incoming inquiries and directed them to appropriate

personnel. Customer Relationship Management

3. Scheduled patient appointments efficiently, optimizing provider time
and resources.
4. Monitored and maintained the reception area, ensuring a clean and

=
!

organized environment.
5. Updated and maintained patient records, ensuring accuracy and INTERESTS
confidentiality. . A .
6. Assisted in processing payments and managing financial ® Gaming M Fashion
transactions.
. . . . . i ]
7. Coordinated with healthcare providers to ensure timely service B Film &2 Technology
delivery.
_ _ STRENGTHS
Sales And Marketing Coordinator £ Mar / 2023-Mar / 2024

Summit Peak Industries D . CO
¥ Denver — Flexibility

1. Developed and implemented office procedures to enhance

operational efficiency. IR .
2. Conducted training sessions for staff on best practices in customer = ForveugHlinbdng | | Gllinee

service.
3. Ensured compliance with relevant regulations and office policies.
4. Managed office supply inventory and placed orders as needed. LANGUAGES
5. Maintained effective communication with clients to address their

needs promptly.
6. Assisted in marketing efforts to promote office services.

EDUCATION English Swahili French
. . . . . Mar/ Mar/
Assoqgte of Applied Science in Business e -Zoazr3 ACHIEVEMENTS
Administration
Springfield Community College ¥ Chicago. IL & Streamlined appointment scheduling,
improving patient satisfaction ratings by

Focused on office management and customer service skills to prepare A
for roles in administrative support. 207%.
‘¢ Maintained accurate patient records,

enhancing data retrieval speed and

efficiency.

& 'mplemented a new filing system that
reduced retrieval time by 30%.
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