Salon Receptionist Resume

Kayla Woods
1 Main Street, New Cityland, CA 91010

Home: (555) 322-7337 | Cell: (555) 322-7337

example-email@example.com
Summary
Dependable and trustworthy Salon Receptionist skilled at building lasting relationships with customers and providing excellent customer service. Adept at answering a high volume of incoming calls while handling in-person inquiries from clients and colleagues.
Highlights
	· Efficient mail management

· Accurate scheduling

· Experience with billing and coding

· Knowledge of 3-4 line phone system

· Flexible schedule
	· Punctual

· Self-directed

· Meticulous

· Positive

· Approachable


Experience
Salon Receptionist

11/1/2012 - Current
Eco LA Hair Salon and Spa

Los Angeles, CA
· Instruct customers about salon and spa treatments and explain the different spa packages and massage styles.

· Recommend and sell organic hair-care products.

· Manage the receptionist area including greeting visitors and responding to telephone and in-person requests.

· Do daily check for salon compliance.

· Perform cash wraps and bank deposits.
Salon Receptionist

8/1/2006 - 10/1/2012
Flow Hair Salon and Spa

Los Angeles, CA
· Managed daily spa operations and calls.

· Performed all required opening and closing procedures.

· Received and distributed mail and phone messages in a timely manner.

· Adhered to salon dress code and maintained a professional appearance.

· Recommended beauty care and cosmetic products to customers.

Education
Associate's Degree - Bookkeeping

2006
Stillwell Junior College

Mercer, CA
