
Olivia Green
I am a digital-savvy receptionist with over seven years of experience using advanced communication tools and digital
scheduling platforms. I excel at managing electronic records and supporting modern office operations.

PROFESSIONAL EXPERIENCE

DIGITAL RECEPTIONIST | TECHWAVE SOLUTIONS, SAN FRANCISCO, CA
MARCH 2018 – PRESENT

ADMINISTRATIVE ASSISTANT |  MODERN OFFICE INC., SAN FRANCISCO,
CA
JUNE 2014 – FEBRUARY 2018

Managed digital appointment systems and maintained electronic
records for 50+ daily visitors.

•
Introduced a new scheduling software that reduced appointment
conflicts by 20%.

•

Coordinated digital communications and streamlined workflow
processes.

•

CONTACT

KEY SKILLS

EDUCATION

Bachelor of Arts in
Communications
San Francisco State University,
CA, San Francisco, CA, May 2014

(555) 666-8888

olivia.green@example.com

LinkedIn

San Francisco, CA 94110

Digital scheduling•
Electronic record management•
Customer service•
Software proficiency•


