
Robert Smith 
Sales Receptionist/Analyst

PERSONAL STATEMENT

Accomplished and energetic medical secretary with 6 years experience in a
fast paced hospital environment. Motivated leader with strong 
organizational and prioritization abilities.

WORK EXPERIENCE

Sales Receptionist/Analyst
ABC Corporation -   September 2008 – July 2013 

Responsibilities:

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

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

 Perform duties, such as taking care of plants or straightening magazines
to maintain lobby or reception area.

 Orders for merchandise or materials and send them to the proper 
departments to be filled.

 Answering multiple telephone lines, making cold calls to potential 
customers who visited our website.

 Budgeting with customers about their move to a price they could afford,
and negotiated with them until they felt comfortable with our price.

 Reason for leaving Found a better opportunity making more money and 
it was less travel.

Sales Receptionist
ABC Corporation -   2003 – 2008 

Responsibilities:

 Provided an exceptional customer service experience to all customers.
 Performed all DMV registration estimates using Tri-Vin.
 Maintained and Audited customer data using Excel spreadsheets.
 Operated a Multiline Switchboard that received over 300 calls per day.
 Utilized Technical skill set to assist business development department 

with various projects.
 Filtered lead calls and scheduled follow-up correspondence using Call 

Screening Software..
 This is Dummy Description data, Replace with job description relevant 

to your current role.

Education

A.A in Liberal Arts - 2008(Hudson Valley Community College - Troy, 
NY)
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CONTACT DETAILS

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

SKILLS

Customer Service, Sales.

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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