
Robert Smith
Lead Veterinary Receptionist

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

A highly motivated Lead Veterinary Receptionist with a record of maintaining an emphasis on the 
highest quality of consumer service. Excellent listening skills, oral and written communications. 
Comfortable interacting with all levels of the organization and the public. Customer-oriented 
problem solver with an ability to adapt to new situations. Diverse background includes customer 
service, patient care, sales, and supervision. Committed to quality and excellence.

SKILLS

Microsoft Word, Microsoft Excel, Adobe Photoshop.

WORK EXPERIENCE

Lead Veterinary Receptionist
Plaza Pet Clinic  2014 – 2019 
 Serve as the first point of contact with clients. Calm upset/angry clients, research and rapidly 

solve problems and rebuild client trust to prevent the loss of clients.
 Responsible for meeting and greeting clients and providing them with first-class customer 

service.
 Also in charge of maintaining a pleasant and welcoming, but efficient and professional 

reception area.
 Document patient data in computer system Receiving deliveries, couriers, incoming faxes 

&amp; arranging distribution to recipients.
 Logging information on calls received and maintaining detailed records.
 Ensuring that the reception &amp; meeting room areas are clean &amp; welcoming.
 Offer emotional support and resource materials to grieving clients in a compassionate and 

discreet manner.

Veterinary Receptionist
ABC Corporation  2010 – 2014 
 Customer service functions, including greeting visitors, answering telephones, and guiding 

clients and their pets to exam rooms.
 Scheduling and confirming appointments.
 Placing outbound calls for follow-ups and reaching out to prospective clients.
 Presenting and explaining fees, including processing payments.
 Recommending, selecting, and obtaining products and services, including prescriptions.
 Answering questions regarding products and services, including educating clients on general 

animal husbandry and non-medical pet care (i.e., heartworm prevention, housebreaking, and 
flea &amp; tick control).

 Managing medical records, charts, reports, and correspondence.

EDUCATION

Bachelor of Arts in Liberal Arts - 1992(Salisbury University - Salisbury, MD)
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