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	Emily Mercer
CORPORATE RECEPTIONIST
	Chicago, IL 60611
(312) 555-0142
emily.mercer@email.com
in/emilymercer


	120+
CALLS / DAY
	80
VISITORS / DAY
	75 WPM
TYPING SPEED
	8 yrs
FRONT DESK


Polished corporate receptionist and the welcoming face of a busy headquarters lobby. 8 years answering high-volume multi-line phones, greeting executives and guests, and keeping the front desk calm and organized. Professional, discreet, and unflappable under pressure.
	Experience
	Corporate Receptionist
	2021 – Present


Northern Trust — Chicago, IL
1. Operate a 12-line Cisco phone system, routing 120+ calls daily with a warm, professional greeting.
1. Greet and badge 80+ daily visitors through the Envoy system; notify hosts and manage the lobby.
1. Coordinate conference-room bookings, couriers, and catering for executive meetings.

	Front Desk Receptionist
	2018 – 2021


WeWork — Chicago, IL
1. Managed front-desk operations for a 400-member location: check-ins, mail, and access.
1. Resolved member requests and maintained a spotless, on-brand lobby.

	Receptionist
	2016 – 2018


Hyatt Corporate Office — Chicago, IL
1. Answered phones, sorted mail, and supported the corporate front desk.

	
	Front Desk Skills
Multi-Line Phones
	
	



Scheduling / Calendars
	
	



Visitor Management
	
	



Microsoft Office
	
	



Software
 Cisco / Avaya    Envoy    Outlook    Concur    Teams / Zoom 
Education
A.A., Business Administration
Harold Washington College


