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Marseilles, IL
Daytime: (314) 570-2909 Email: nicolaboyd12@gmail.com
________________________________________________________________________
Professional Profile and Core Competencies
· The astuteness to efficiently perform administrative support tasks such as proofreading, transcribing handwritten information, working with pay records, invoices, balance sheets and other documents.
· The know-how to efficiently operate telephone switchboard to answer, screen and forward calls, providing information, taking messages and scheduling appointments.
· The social skills to properly greet persons entering establishment, determine nature and purpose of visit, and direct or escort them to specific destinations.
· Highly motivated self-starter with strong reading comprehension, active listening, writing and speaking skills.
· The experience to carefully receive payment and record receipts for services.
· An understanding of how to quickly and accurately file and maintain records.
Tools and Technology Skills 
	
	Appointment scheduling software
	
	Microsoft Office software



	
	Medical software
	
	Microsoft Excel



	
	Email software
	
	Microsoft Word


Summary of Skills and Abilities
	
	Excellent Oral Comprehension
	
	Excellent Written Comprehension



	
	Excellent Active Listening
	
	Excellent Critical Thinking



	
	Excellent Coordination
	
	Good Judgment and Decision Making


________________________________________________________________________
Work History 
	Receptionist Animal Hospital of Centerton
	07/2014-08/2014



	Register/Bed Cleaner Body Reflections Tanning Salon
	04/2014-08/2014



	Receptionist Talley Pharmacy
	09/2011-04/2013



	Stylist Fantastic Sams
	04/2011-07/2011



	Receptionist Associated Medical Arts
	01/2006-08/2009



	Medical Billing Associated Medical Arts
	02/2001-11/2005


Education
	Montgomery Co R-II Highschool: Montgomery City, MO
	2001



	Advanced Beauty College, Cosmetology Licence
	2010
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