Jessie Rivera

312.533.1572

2519 S. Archer #2F

Chicago, IL 60608

jesslovetheo@gmail.com

Experience
September 2007- Present




Stiles Chiropractic Offices, Receptionist, Chicago, IL

· Worked independently and in the company of one doctor

· Researched, ran, and authorized many different insurances

· Answered phones

· Scheduled appointments

· Filed paperwork 

· Managed patients’ files

November 2006 – September 2007




Dean Optical, Receptionist, Chicago, IL 

· Worked a multi-line phone system

· Worked alongside several doctors assisting with daily needs

· Filed paperwork and updated patients’ files

· Preformed preliminary eye tests on patients

· Researched and authorized multiple kinds of eye insurance

· Ensured proper delivery of eye care products and prescriptions to patient
Skills

· Working knowledge in all Microsoft Office Programs

· Proficient on both PC and Macintosh computers

· Able to type 70 words a minute 

· Advanced writing and proof-reading skills

· Working knowledge of office machines

· Familiar with the Officemate computer program

· Excellent communication skills and friendly attitude
Education
September 2005-May 2007


Columbia College Chicago, Chicago IL-Poetry Major

September 2001-June 2005


Antioch Community High School, Antioch, IL-Graduated

