Kelly Murtaugh
319-555-0106 | kmurtaugh@example.com | Shaker, OR, 97001
SUMMARY
Responsible front-desk receptionist with experience managing front office administration throughout a variety of diverse industries. Skilled at providing exceptional customer service, with the ability to handle multi-line phone systems, book travel, manage day-to-day and monthly schedules, and maintain reception and waiting areas.
EXPERIENCE
Gentry, Inc., Minerville, OR 





                  June 2017-Present
Receptionist
· Greet guests, both in person and on the phone, to make them feel welcome 
· Handle incoming mail and delivery seamlessly to all office employees
Menlo Falls Insurance, Menlo Falls, OR 



     February 2015-June2017
Receptionist
· Maintained calendars, booked travel, and organized and prepared itineraries for executive management
· Developed, implemented, and maintained effective filing systems, and placed orders for office supplies when inventory ran low 
Serenity Spa, Easton, OR 





       June 2014-January 2015
Receptionist
· Greeted clients and offered them refreshments and reading material, helping them to pass the time more pleasantly while waiting for their appointments
· Collected and processed payment for services rendered
EDUCATION
Shaker High School, Shaker, OR; High School Diploma 



       June 2014
SKILLS
· MS Office proficient
· Schedule management
· Travel booking
· Able to present a positive image to office guests and clients
· Inventory and supply management
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