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Mary Moore | Corporate Receptionist 

Location: xxxxxxx 
Telephone: xxxxxxxxxxx 

Email: xxxxxxxxxx 

Professional Profile 

Supremely professional and diligent SIA authorised multi-lingual Corporate Receptionist, with a track record 
of delivering excellent customer experience and commanding the front of house operation for the highly 

regulated Civil Aviation Authority for just under 2 years. 
 

Throughout my career I have worked on the front line of operations, dealing with consumers on a B2C basis 
and high profile visitors at the CAA on a B2B basis. I have won awards for consistent delivery of exceptional 
customer service and am proven in my ability to maintain the security, operational efficiency and cleanliness 
of high volume, security critical front of house functions.  

Core Skills 

• Business Administration 
• Reception 
• Meet & Greet 
• Visitor Orientation 
• Visitor Logs 
• Call Handling 

• Issue Resolution 
• Housekeeping 
• Customer Experience 
• Security  
• Meeting Room Booking 
• Payment Processing 

• Stock Control 
• Inventory Management 
• Evacuation Procedures 
• Health & Safety 
• Microsoft Office Suite 
• Stakeholder Management 

Career Summary 

xxx 2015 – Present  xxxxxxxxxxxx 
    Security Receptionist/Front of House 
Outline 
Acting as the first point of contact for all high profile visitors running the entire front of house operation for the 
xxxxx Maintaining upmost levels of professionalism and adherence to strict procedures relating to high levels 
of security and safety. 
 
Key Responsibilities 

• Managing the Front of House reception area, maintaining cleanliness in line with all company 
guidelines. 

• Handling all calls both internally and externally for booking of conferences/meeting rooms.  
• Meeting and greeting all visitors, signing them in/out of the Visitor Net Book, issuing visitor badges 

and informing relevant staff promptly of their arrival. 
• Maintaining a detailed log of all visitors in case of security breaches or emergency evacuations. 
• Handling all post, courier deliveries and resolving infrastructure issues via close liaison with building 

maintenance. 
• Covering for other receptionists for sickness and annual leave. 
• Performing regular checks of meetings rooms ensuring correct layouts, sufficient stationary and 

catering is in place. 
• Liaising with the trained first aider if a visitor should fall ill or have an accident and completing all the 

necessary paperwork. 
 

Key Achievement/Projects 
• Handpicked to train new to business receptionists on all company protocols due to excellence and 

comprehensive knowledge of all company policies and procedures. 
• Credited with providing a consistently professional front of house reception function. 

 
xxx 2006 – xxx 2015   xxxxxxxxxxxx 

  Checkout Assistant 
Outline 
Dealt with customers processing their grocery shopping, assisting with packing and a high volume of daily 
customer interactions.  
 
Key Responsibilities 

• Processed returns and exchanges for goods as well as payments via cash and credit/debit cards. 
• Supported other colleagues cross-functionally, as and when needed. 
• Ensured my station met all company policies on cleanliness and safety at all times. 
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Key Achievement/Projects 

• Won 2 awards for achieving a 100% score in mystery shopper reports delivering excellent level of 
customer service. 

• Maintained a 100% attendance record throughout the entire 9 years in role. 
 
xxx 2003 – xxx 2006   xxxxxxxx 

  Concession Assistant Manager 
Outline 
Supported my colleagues, the store manager and sales manager within all business administration and 
customer service queries. 
 
Key Responsibilities 

• Offered advice to customers on promotions and offers through excellent product knowledge. 
• Performed checks on deliveries and replenished and merchandised stock in line with company 

procedures. 
 

Key Achievement/Projects 
• My concession was consistently noted as an example to others of how to maintain theirs in a visually 

impacting, clean and tidy appearance. 
• Negated loss through accurate reconciliation of all deliveries. 

 
xxx 2003 – xxx 2006   xxxxxxxxxxx 

  Sales Assistant 
Outline 
Supported my colleagues, the store manager and sales manager with all business administration and 
customer service queries. 
 
Key Responsibilities 

• Ordered goods to meet the demands of different seasons and styles. 
• Answered all telephone queries in a timely and professional manner. 

 
Key Achievement/Projects 

• Met health & safety 100% ensuring all aisles and payment areas were kept free of obstruction. 

Education & Qualifications 
 Payroll Level 2, Pitman, London (2013) 
 Level 2 Diploma in Retail Skills, EDI (2013) 
 Security Industry Authority Licence, SIA (2008) 
 Certificate in Proficiency – English, London (2002) 

Languages 
 Fluent in English, Serbian, Croatian & Macedonian 

References available on request 
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