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Seeking an administrative services position with a company that will allow to fully 
utilize communication, organizational and customer service skills.

EXPERIENCE

Salon Receptionist-Temp
ABC Corporation - AUGUST 2007 – JULY 2008

 Maintained front desk tasks such as answering phones, booking 
appointments, rebooking clients, cashiering, and the maintenance of 
client records and lab data.

 Assisted Salon Leader with administrative tasks, including tracking of 
salon results.

 Provided a positive customer experience to all salon clients and retail 
customers.

 Clean salon area by sweeping, mopping, wiping down counters/sinks, 
laundry, and dishes.

 Assist stylists by shampooing clients or getting supplies that they 
may need. and upkeep stocking duties of hair color and supplies for 
the salon.

 Maintained company policies, programs, and product specifications 
and retail products and assisted in inventory processes.

 Answer the telephone and attend to inquiries made over the phone, 
and also make bookings for clients.

Salon Receptionist 
ABC Corporation - 2002 – 2007

 Provide excellent customer service and beauty advice.
 Operate telephone switchboard to answer, screen, or forward calls, 

providing information, taking messages, or scheduling appointments.
 Greet persons entering an establishment, determine nature and 

purpose of visit, and direct or escort them to specific destinations.
 Transmit information or documents to customers, using computer, 

mail, or facsimile machine.
 Hear and resolve complaints from customers or the public.
 Perform 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.

 File and maintain records.
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EDUCATION

 Bachelor's in Business Management - 2016(WGU - Houston, TX)

SKILLS

Microsoft Office, Public Affairs.
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