




 
Oct 2008- Feb 2014 

● Manage and lead front desk for a team of 10. 
● Instruct team in operations on company system. 
● Responsible for handling all client accounts and client memberships. 
● Schedule monthly meetings and set up sales goals for front desk. 
● Responsible for taking inventory of supplies and ordering. 
● In charge of front desk schedules. 
● Handle customer complaints in timely manner. 
● Schedule and conduct interviews. 

 
 

  

 


