Temitope Ibe

Receptionist

Lekki, Lagos - 0800 000 8386 - temitope.ibe@email.com - linkedin.com/in/temitope-ibe

I PROFESSIONAL SUMMARY

Friendly and professional receptionist with 3 years of experience in corporate offices and clinics.

| KEY sKILLS

» Reception and visitor management
» Phone handling

 Scheduling

* Data entry

» Courtesy and communication

* Microsoft Office

I WORK EXPERIENCE

Receptionist, Palmview Holdings Ltd, Lagos - 2025 to Date
» Welcome 80+ visitors a day and direct them correctly
» Answer and transfer calls on a busy switchboard
» Book meeting rooms and appointments

Front Desk Assistant, Kanem Resources Ltd, Lagos - 2023 to 2025
* Registered patients and kept their files
» Received and sent mail and parcels
* Kept the reception area neat

| eEbucaTiON

OND Office Technology and Management
Federal University of Technology, Akure - 2022

Government Secondary School, Lagos - WAEC/SSCE - 2017

| CERTIFICATIONS

» Customer Service certificate

| PERSONAL DETAILS

Languages: English, Yoruba, Hausa - NYSC: Completed 2023

| REFEREES

Available on request.

Free sample from omadaily.com. Edit it to fit your own experience.



