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PROFESSIONAL SUMMARY
Enthusiastic and well-organized aspiring Front Desk Receptionist with a strong passion for delivering excellent customer service and creating a positive first impression. Known for a friendly demeanor, strong communication skills, and a professional attitude. Eager to contribute to front office operations by learning quickly, handling administrative tasks efficiently, and ensuring guests and staff feel welcomed and supported. Ready to grow in a fast-paced environment with a commitment to reliability, teamwork, and continuous learning.
CORE SKILLS
· Customer Service & Communication
· Multi-line Phone System Handling
· Appointment Scheduling
· Microsoft Office Suite (Word, Excel, Outlook)
· Calendar & Email Management
· Data Entry & Filing
· Front Office Operations
· Conflict Resolution
· multilingual: English, Hindi & Kannada

EDUCATION
BE Electronics in VTU, Karnataka.
Graduated: 2016
