
LUNA MERCER
Beginner Front Desk
Receptionist

lmercer@email.com
(123) 456-7890
Danville, PA
LinkedIn

EDUCATION
Associate in Applied
Science
Hospitality Management
Community College of
Philadelphia

2010 - 2012
Philadelphia, PA

SKILLS
Microsoft Office
Google Workspace
Salesforce
Avaya
Calendly
innRoad
Traction Guest
SwipedOn

CAREER OBJECTIVE
Dedicated and customer-focused professional seeking a front
desk receptionist position at H&R Block. Eager to leverage my
organizational abilities and attention to detail to ensure a
seamless and positive experience for clients.

WORK EXPERIENCE
Receptionist
Geisinger Health

2017 - current Danville, PA
Scheduled an average of 112 patient appointments per week
using AdvanceMD, achieving a 98% appointment accuracy
rate
Managed patient check-in and check-out process,
maintaining a 98% accuracy rate in recording patient
information
Verified insurance coverage for patients with NextGen
Office, which resulted in a 97% approval rate for claims
submission
Resolved patient concerns and conflicts and achieved a 97%
satisfaction rate and reducing patient complaints by 28%

Data Entry Clerk
Comcast Corporation

2014 - 2017 Philadelphia, PA
Processed an average of 1212 records per day, exceeding the
department's productivity target by 21%
Reduced data entry errors by 29% through the
implementation of thorough Excel validation checks
Worked with cross-functional teams to improve data
integrity, resulting in a 17% decrease in discrepancies
Provided training and support to new team members using
Infinity, which led to a 91% reduction in onboarding time

Cashier
Aramark

2012 - 2014 Philadelphia, PA
Decreased average transaction time by 12% through efficient
scanning with RetailEdge and bagging techniques
Conducted accurate price checks for customers, reducing
pricing errors by 28%
Achieved a 19% upsell rate by effectively promoting new
products to customers during checkout
Collaborated with the inventory team on Monday.com OS to
reduce stock discrepancies by 27%, resulting in improved
order accuracy

https://linkedin.com/

