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Responsible for Providing greeter services and triage customers virtually as the first 
point of contact, Conducting customer outreach via phone, email, or other similar 
approaches.

EXPERIENCE

Telephone Receptionist
ABC Corporation - FEBRUARY 2006 – JANUARY 2007

 Received inbound calls from customers for a wide client base, 
including doctors, lawyers, and intervention services.

 Documented accurately all calls regarding customer inquiries using 
the Star Tel system.

 Followed up with customers while adhering to client protocol.
 Placed outgoing calls.
 Fulfilled customer needs to ensure customer satisfaction.
 Used excellent phone communication skills to articulate the needs of 

the customer.
 Managed length of calls.

Telephone Receptionist 
Delta Corporation - 2002 – 2006

 Auditor Logged in on a ticketing system to view helpdesk tickets 
Picked up and delivered equipment Windows 7 Used general 
programs such as Excel, .

 Customer service, Handles a high volume of calls, usually leveraging 
an auto dialer system, receiving and making domestic and overseas 
long distance .

 Fields calls for over five business centers, with each center averaging 
250 clients Responded to client emails Assists in booking conference 
spaces .

 ICP is an international company with a sales force in every major city 
in the United States as well as several foreign countries.

 Sales were in excess of $3,000,000, and was recognized by several 
national and international publications as one of the fastest growing 
companies in .

 Duties consisted of answering all incoming calls, greeting the caller, 
answering general questions and directing calls to the proper 
department.

 Assisted in general office and clerical duties and became very 
proficient in the use of the expanded computer system installed.
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EDUCATION

 Associate Of Arts In General Studies

SKILLS

Microsoft Office, Leadership, Managing Skills.
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