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Education

 (
Bruce floyd stevens
)

University of kansas
Public Administration
Degree Not Completed

Overland High School
High School Diploma


Work experience
· Porter Adventist Hospital – Office Specialist
· Jan. 2014 – July 2014
· Performed routine administrative duties for Coulehan, Guese, & Ho: scheduling appointments, patient follow-up, filing and organizing. Assisting in check-in process, verifying insurance, preparing charts. Efficiently communicating with healthcare professionals while providing warm customer service for patients 
· University of Kansas, Center for Testing: Data entry clerk 
· Aug. 2013 – Jan. 2014
· Creating and entering test bank data into testing programs. Inputting and creating media, items, numbers, and other data as well as creating active tests. 
· American paltech:  Office Manager 
· Feb. 2011 – Aug. 2013
· Front office coverage for large manufacturing plant. Assistance to senior level management. Communicating with clientele and employees, coordinating travel arrangements, scheduling meetings, managing HRIS/HRMS systems, processing payroll, recording time and attendance, scheduling interviews and recruiting, filing new hire paperwork, scheduling employee orientation, invoicing, bookkeeping, accounting, processing shipments and receiving and assisting other departments as needed. 
Highlights and awards
· ACT Workkeys career readiness “highly qualified”
Score Verification: https://myworkkeys.act.org/mwk/emTestDetails.do?event=go&realm=17740116&username=bfstevens2
· Applied Mathematics - 7
· Reading for Information - 6
· Business Writing - 5
