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PROFESSIONAL SUMMARY
Dedicated Front Desk and Customer Service professional with 3+ years of experience supporting clients, visitors, and teams in reception and administrative environments. Experienced in managing front desk operations, handling phone calls and emails, scheduling appointments, maintaining records, and providing general administrative support. Strong communication, organization, and multitasking abilities, with a proven ability to remain professional and efficient in fast-paced environments.
CORE SKILLS
· Front Desk & Reception Management
· Customer Service & Client Relations
· Administrative Support
· Telephone & Email Communication
· Appointment Scheduling
· Record Keeping & Data Entry
· Document Preparation
· Microsoft Suite
· Organization & Time Management
· Multitasking & Task Prioritization
· Professional Communication
· Team Collaboration

PROFESSIONAL EXPERIENCE
Receptionist
De-ultimate Hotel | 2024 – Present
· Manage front desk operations and provide professional assistance to visitors, clients, and members of staff.
· Receive and direct visitors to the appropriate departments or personnel.
· Handle incoming telephone calls and respond to inquiries professionally.
· Manage emails and provide timely responses or direct requests to the appropriate team.
· Schedule and coordinate appointments when required.
· Maintain accurate records and support general administrative activities.
· Assist with document preparation, data entry, and other office support tasks.
· Maintain a professional and welcoming reception environment.
Receptionist
Greater Heights School | 2022  – 2024
· Welcomed and attended to visitors and clients in a professional manner.
· Handled telephone calls and directed inquiries appropriately.
· Supported daily front desk and administrative activities.
· Assisted with maintaining records and organizing information.
· Provided customer service support while managing multiple tasks.
Teacher
[bookmark: _GoBack]Perez Royal School | 2021 – 2022
· Planned and delivered lessons according to assigned learning objectives.
· Communicated effectively with pupils, colleagues, and parents.
· Maintained classroom records and supported administrative activities.
· Managed multiple responsibilities while maintaining an organized learning environment.
· Developed strong communication, patience, organization, and problem-solving skills.
EDUCATION
Lagos State University (LASU)
B.Sc. Business Administration — In View 
TECHNICAL SKILLS
· Microsoft Word
· Basic Data Entry
· Email Communication
· Document Preparation
PROFESSIONAL STRENGTHS
· Excellent verbal and written communication
· Strong customer service orientation
· Good organizational and time-management skills
· Ability to work effectively in a fast-paced environment
· Strong attention to detail
· Ability to prioritize multiple tasks
· Professional and courteous approach to clients and visitors
· Ability to work independently and as part of a team

