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Front Office Executive
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O sKiLLs

Travel Management

Event Planning

Attention To Detail

Inventory Management

Microsoft Office Suite

@) INTERESTS
#° DIY Projects &< Crafting

O Meditation 1ii History

@ STRENGTHS

@ Insightfulness

u§| LANG UAGES

VOV V

English Russian Arabic

€) ACHIEVEMENTS

“fy Streamlined appointment scheduling
processes, reducing wait times by
30%.

“f¢ Developed a client feedback system
that increased customer satisfaction
scores by 20%.
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e PROFESSIONAL SUMMARY

Accomplished Front Office Executive with a decade of experience in
enhancing operational efficiency and fostering client relationships. Expert
in managing front desk operations, coordinating appointments, and
delivering exceptional service in high-pressure settings. Dedicated to
implementing innovative solutions that drive organizational success and
improve customer satisfaction.

@ WORK EXPERIENCE

Front Office Executive £ Jan / 2018-Ongoing

Seaside Innovations X Santa Monica, CA

1. Managed daily front office operations, ensuring seamless
communication and service delivery.

2. Handled inquiries via phone and in-person, providing accurate
information and support.

3. Acted as a primary liaison for clients, addressing concerns and
enhancing their experience.

4. Documented customer records and managed scheduling efficiently.

5. Coordinated appointments and follow-ups for multiple practitioners.

6. Maintained office supplies and equipment, ensuring operational
readiness.

7. Trained new team members on office protocols and customer service
standards.

Front Office Executive & Jan / 2015-Jan [ 2018

Cactus Creek Solutions X Phoenix, AZ

1. Oversaw administrative tasks, including data entry and filing, ensuring
accuracy and compliance.

2. Provided exceptional customer service as the first point of contact for
clients.

3. Scheduled and confirmed appointments, optimizing office workflow.

4. Managed communication with medical staff and patients to streamline
operations.

5. Implemented patient tracking systems that improved appointment
adherence.

€3 EDUCATION
Bachelor of Business Administration £ Jan / 2012-Jan / 2015
University of California X santa Monica, CA

Focused on management and organizational behavior.
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