Tyler Adams

| am a professional receptionist with over 12 years of experience in high-level administrative roles across corporate and academic
environments. | excel at streamlining front-desk operations, managing executive communications, and ensuring exceptional service.

9 San Francisco, CA 94110
PROFESSIONAL EXPERIENCE

N (B58) 1B TE LEAD RECEPTIONIST | CORPORATE HEADQUARTERS, SAN FRANCISCO,

CA
@ tyleradams@example.com JANUARY 2018 — PRESENT
@ LinkedIn ® Supervised a team of 20 reception staff, achieving a 30% reduction in

customer wait times.

* Managed high-volume inbound calls and scheduled appointments for
KEY SKILLS executive staff.

® Executive scheduling
SENIOR RECEPTIONIST | PROFESSIONAL SERVICES GROUP, SAN
® Front-desk management FRANCISCO. CA

® Team leadership MAY 2010 — DECEMBER 2017

® Customer service excellence — : -
® (Optimized office workflows and enhanced communication protocols,

boosting operational efficiency by 25%.

EDUCATION

® Bachelor of Science in Business Administration
San Francisco State University, San Francisco, CA | May 2010




