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	about me
	
	
	
	education
	

	
	
	
	

	· Receptionist with 9+ years of experience managing administrative functions for office personnel
· Possess strong ability in analyzing information and providing solutions to problems
· Recognized for ability to implement processes that reduce costs, while improving efficiencies
· Achieved: Saved the company $10K in undue payments from inaccurate billings
	

	
	2011
B.S HOTEL MANAGEMENT
Portland Community College, Portland, OR
2009
A.S. LITERATURE
Portland Community College, Portland, OR

	

	professional experience
	

	

	2015 – Present
	
	
	RECEPTIONIST | AMC Corporation, Eugene, OR

	
	
	
	· Researched and recovered $10K in undue payments from past erroneous billings, earning an award from upper management 
· Organized complex travel arrangements for 10 sales representatives, while reducing travel expenses by 40% by coordinating lower cost travel routes 
· Develop reports and documents, transcribe meeting notes, and take dictation, ensuring 100% accuracy

	2009 – 2015
	
	
	RECEPTIONIST | Stern Real Estate, Portland, OR

	
	
	
	· Coordinated schedules, meetings, and property visits for 10 real estate agents, and provided administrative support to a total of 20 staff members 
· Assisted visitors, directing them to appropriate personnel, and answered an average of 50 calls and emails daily
· Implemented new data management system that expedited data retrieval by 70%

	additional skills
	

	

	· Type 85 WPM
	· Multi-Line Phone System 
	· Problem Solving

	· MS Office Expertise
	· MySQL
	· Team Leadership

	
	
	

	certifications
	
	
	

	
	
	

	· Receptionist Certification  
	· Certified Professional Secretary
	· Financial Management

	2017
	Bureau of Labor Statistics, 2016
	2015
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Dear Job Seeker,

PLEASE note that you *must* install the font files to make this resume template work. It’s very simple to do – just follow the instructions in the “Read Me” file in the Zip file you downloaded this template from.

If you’re struggling to write your resume, don’t worry. You’re in good company – everyone struggles with it. For a high quality resume that will land you employment, we recommend consulting the certified experts at Resume Writer Direct.

Or, here’s some other content that might help you finish your resume.
· Free Resume Builder
· How to Write a Resume
· Resume Samples by Industry

Oh, and by the way, you’re also going to need a cover letter.
· Cover Letter Builder
· How to Write a Cover Letter
· Cover Letter Examples by Industry



Best regards, 
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IMPORTANT: To delete the second page, right-click on the page and click “Delete Rows”
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