SENIOR RECEPTIONIST RESUME

450 Capitol Mall, Lincoln, NE 68508 + (402) 555-0198 * your-name@email.com

SUMMARY

PROFESSIONAL
EXPERIENCE

EDUCATION

ADDITIONAL
SKILLS

Experienced government receptionist with over 8 years of administrative support within state
government agencies, seeking the Senior Receptionist position at the Nebraska State
Legislature. Expert in managing multifaceted clerical tasks, facilitating effective
communication, and enhancing procedural efficiencies in fast-paced environments.

Senior Administrative Assistant Sep 20XX — Present
Office of the Secretary of State - Lincoln, NE

In this crucial role at a state-level agency, | support a staff of over 500 by optimizing
administrative operations and communication. My responsibilities include overseeing
administrative processes and enhancing inter-departmental coordination.

¢ Introduced a digital filing system that decreased paper waste by 17,000 Ibs and
enhanced document retrieval times by 40%

e  Supervised and trained 4 junior administrative assistants and receptionists, fostering a
team that excels in customer service and operational management

Administrative Manager Jun 20XX - Aug 20XX
Department of Revenue - Lincoln, NE
Managed the administrative functions critical to the state's revenue collection. This position

demanded high-level organizational skills and the capability to manage various tasks
simultaneously in a demanding setting.

e  Spearheaded a quality control initiative for incoming and outgoing communications,
which led to a 30% improvement in data accuracy and response times

e Coordinated logistics for multiple high-level legislative sessions and public hearings,
enhancing the overall efficiency of these events

Lead Receptionist Oct 20XX - Jun 20XX
Department of Motor Vehicles - Lincoln, NE

Served as the primary point of contact for the DMV'’s office, managing all front desk activities
and supporting statewide driver license application and renewal processes.

e Managed a multi-line phone system and directed inquiries, achieving a 95% satisfaction
rate in caller feedback

e Organized and updated the office's meeting room schedules, improving the utilization
rate of available spaces by 20%

Bachelor of Arts in Public Administration, May 20XX
Graduated magna cum laude
University of Nebraska - Lincoln, NE

¢ Organizational efficiency, meeting and event coordination, staff training and
supervision, Microsoft Office, process improvement, multi-line telephone systems



