
Robert Smith 
Asst. PBX Operator

PERSONAL STATEMENT

Operating multi-line telephone in a timely and professional manner. 
Immense knowledge and what they are for so that the appropriate policies 
can be followed to notify the appropriate personnel and effectively in a 
team.

WORK EXPERIENCE

Asst. PBX Operator
ABC Corporation -   2007 – 2009 

Responsibilities:

 The answer, transfer and direct incoming calls using a computerized 
database for information access

 Request and keep an update on daily activities and provide callers with 
current information.

 Perform inputting, updating, maintenance and room statues on a 
computerized database.

 Receive emergency calls, forward calls to appropriate departments; 
ensure that callers reach the correct destination.

 Responsible for all aspects of communication including emergency 
codes, overhead paging and answering all calls in a professional 
manner.

 Ensure and maintain accurate census records Responsible for pre-
registering ER patients in a timely and accurate manner.

 Responsible for telephone and radio communication for the system of 
five local hospitals, including physician paging and security.

Asst. PBX Operator
ABC Corporation -   2002 – 2007 

Responsibilities:

 Duties and Responsibilities included answer a multi-line phone system, 
answer approximately 200 calls per shift.

 Operate the fax machine and copier for office-related tasks.
 Also responsible for all disaster and emergency alarms in the hospital 

and for overhead paging all &quot;code blue&quot; alarms and all other
overhead pages.

 Receive all incoming faxes and route them to the appropriate 
departments within the hospital.

 Possess an understanding of emergency calls and how to deal with 
them calmly and appropriately.

 Able to give full attention to current caller while in a busy environment.
 Only worked at this job for a brief period of time due to a life change, 

but was sufficiently trained and worked overnight shifts effectively..
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Microsoft word, excel, 
cash register, phone 
etiquette etc.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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Education

Diploma
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