	TERA  A. FABIANO
11287 Osage Circle
 Westminster, CO 80234
       (720) 451-0900
                                                      Email:  rtdnta@hotmail.com
EXPERIENCE:

	2006-2014	AUDIBEL HEARING AID CENTER:  Naples, FL
				Job Title: Patient Care Coordinator.
Duties and Responsibilities:  Office Management, Sales, Patient Care Coordinator, typing skills 65 WPM.  Computer proficient in Pro-Hear and EclinicalWorks.
	
2004-2006	REALTY PARTNERS & COMPANY, INC: Ft Myers, FL
				Job Title:  Client Care Manager
Duties and Responsibilities:  Researching and obtaining legal information. Website maintenance of three websites, marketing, MLS, Top Producer, file compliance. 
	
2000-2004       FLORIDA HOME LOANS/HOMELINK REALTY: Ft Myers, FL.. Job Title: Bookkeeper/Administrative Assistant.
Duties and Responsibilities: Quick Books bookkeeping, payroll (1099 and taxed), all accounts of company expenses. Title processing, Top Producer, research and input of legal description. MLS listings.  

	1998-2000	SIGNATURE MORTGAGE:  Ft Myers, FL
				Job Title:  Mortgage Processor. 
Duties and Responsibilities:  Conduct credit investigation on mortgage applicants, process and request loan payoffs for mortgage refinances, prepare mortgage documents, resolution of customer problems, provide highest level of customer service.    

LANGUAGES:	Fluent in Italian.  Communication skills in Spanish.

EDUCATION:
2004		FLORIDA ACADEMY OF SKIN CARE, Ft Myers, FL
			Licensed Skin Care Professional.  Salutatorian Graduate.
1996		AMERICAN AIRLINES LEARNING CENTER, Dallas, TX
				Airline Computer Sabre Training.
	1991		PLATTE COMMUNITY COLLEGE, 
           Microcomputer Operations. Quick Books bookkeeping. 


References available upon request

Audibel Hearing Aid Center
3347 Tamiami Trail N.
Naples, FL 34103
(239) 823-9967
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To whom it may concern:

I have had the pleasure of working with Tera Fabiano for over seven years, and, without question, she has been an extremely valuable member of our team.

Since her start date in December 2006, Ms. Fabiano has exemplified every asset that an employer looks for in an employee. To begin with, her attendance has been perfect. She has never been late for work nor has she taken a sick day. Second, her attention to detail has been outstanding. Her work is error-free and her ability to multitask is, quite simply, flawless. Third, her performance has been exceptional. She consistently outperforms all other patient care coordinators in terms of her computer skills, paperwork, scheduling, office management, and exceeding company goals. Fourth, her honesty and integrity is second to none. She can be completely trusted with all aspects of the business. Fifth, she works extremely well with other employees and effortlessly takes care of the patients and consumers with kindness and thoughtfulness. Finally, Ms. Fabiano has an attitude of sheer joy for doing her work well that is absolutely contagious. Just being in her presence is an emotional lift and certainly a comfort within the office.

In conclusion, I would like to mention that I have been working in a managerial/owner position for more than twenty years. During this time I have hired several employees and I can honestly say that Ms. Fabiano stands out from each and every one of them and she would certainly make an excellent addition to any company. Her skills, professionalism and overall demeanor will sorely be missed.

Should you have any questions regarding the information that I have provided, please do not hesitate to contact me at your earliest convenience.

Sincerely,
[image: hi]
Richard C. Amon, BC-HIS
Owner
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