Rhoda Jons | Professionally Dependable Receptionist
123 Down Street • Atlanta, Georgia • 33333 • Home: (222) 333-4444, Cell: (111) 111-1111 • rhodajons@this-is-resume-sample.com
OBJECTIVE 
Exceptionally talented, outgoing, professionally dependable, and detailed-oriented receptionist with sound experience attending to clients, customers, associates, and other callers desire the position of Receptionist in a challenging environment that provides opportunity to sharpen my skills and expand my knowledge to get to the top of my potential and the profession.
CORE COMPETENCIES
· 
· Two years of experience as dependable receptionist in a medical facility
· Confident and outgoing personality
· Independent judgment
· Excellent communication skills
· Strong organizational skills with excellent ability to relate cordially with people from diverse background
· Strong proficient in computer typing and 10-key touch, and familiar with Word and Excel
· Strong ability to present self in a professional image to associates, callers, and customers with enthusiasm
· Strong ability to work with MS Word, PowerPoint and other Microsoft Office products.


PROFESSIONAL EXPERIENCE
Lake View Medical Center, ATL | Aug. 2022 - Present
Receptionist
· Answer multi-line phone of 30-40 incoming calls per hour expediently and efficiently, screening and forwarding calls, receiving messages, scheduling appointments, gathering and sending out information
· Greet guests courteously, establish reason for their visit, and direct them to appropriate departments
· Send information to clients utilizing such tools as the computer, mail, and facsimile machine
· Maintain daily record of staff members' availability and whereabouts
· [bookmark: _GoBack]Collect mails, sort and distribute them appropriately to staff or departments, and maintain mail-room
· Responsible for preparing and sending out of organization's mails through courier deliveries
· Open and close the office daily
· Ensure the work room and break room are well maintained
· Supervise transportation or taxi service as required
· Review and preserve the Group/Regional phone list
· Responsible for ensuring clean and tidy appearance of lobby and conference room and maintaining conference room calendars
· Relate with all levels of management
· Execute various clerical tasks as required
· Perform filing and maintenance of records
· Provide general accounting assistance as required.
EDUCATION AND CONTINUING PROFESSIONAL TRAINING
· High school diploma | City Vine, Atlanta, Georgia | May, 2022 
