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OBJECTIVE
To obtain a position in a field of experience, where I can achieve career advancement

and job security in a dynamic facility with the opportunity for professional and 

personal growth.

EDUCATION

Concorde Career College  Medical Assistant 06/2010

· Medical Assistant 

· 240 Hour Internship

Thomas Jefferson High School  Diploma 05/2008

· Computer Programming 

EXPERIENCE

Warehouse Check-In Clerk Lead March 2014 – Current 
· Warehouse Management, Delivery routes scheduling and area zoning by satellite mapping system, check-in calls to and for the drivers concerning the current customer & their delivery for any additional request, operations security & safety, delivery documentation, product movement, invoice processing, product  handling, hauls off, housekeeping.
Manufacturing Packer  February 2013 – November 2013

· Warehousing, working in the kitchen, dealing with heavy machinery and 

equipment. bagging and boxing Potato Chips, pallet building.

(Employment Gap: Relocated To Dallas, TX from 12/2011 – 01/2013)
Quality Assurance Specialist  February 2011 – December 2011

· Monitoring agent calls, critiquing agent calls, hosting meeting, consistent

 communication with supervisors, hosting training classing, building call rubric.

Insurance & Collections  April 2010 – February 2011
· Outbound calling, taking inbound call, medical billing collections, resubmitting

 insurance billing  inquiries, faxing, administrative task, bill coding, dos computer

software. 

Medical Records Coordinator/Admin Asst  June 2009 – April 2010
· Answering phones, dealing with resident questions, comments, and concerns, 

prepping for morning meetings, completion of medical records request
Customer Service Rep  May 2008 – April 2009
· Answering phones, processing tax payments for the Internal Revenue 

Service, enrolling customers with the Electronic Federal Tax Payment

System for IRS.
SKILLS

General Office Skills

Accounts Payable (AP)

Data Entry

Team Lead/Supervisor 

Strong Computer Skills

Customer Service

Health Care Insurance 

Health Care Collections

Health Care Administration

Medical Assistant

Multi-Phone Line

Faxing

Quality Assurance
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