Larisa Graham

13581 Via Varra Rd. Apt. 3406
Broomfield, CO 80020
Cell: 720-626-2207
E-Mail: greenidcutie83@msn.com


Core Strengths

Customer service
Cash management
General Accounting
Supervisor/Managerial Duties
Telephone inquiries 
Team Player
Leadership Qualities 
Conflict resolution
Fast learner
Inventory control
Communication 


Accomplishments

· Daily Customer Follow-up
· Ensuring 100% customer satisfaction with company products and services 
· Excellent Customer Service
· Consistently received positive feedback and created long-term relationships with customers
· Handled guest complaints, greeted customers upon entrance and handled all cash and credit transactions
· Assisted customers over the phone regarding store operations, product and promotions 
· In-depth knowledge of Microsoft Word, Excel and Outlook

Work Experience

Gastroenterology of the Rockies - Louisville Co
February, 2014 – Current 

Medical Appointment Scheduler – February,2014- Current 

· Schedule patients for medical appointments including inpatient and outpatient procedures
· Faxed and requested patient reports and records to and from primary care providers 
· Sent out prescriptions for patients and discussed prescribed medications
· Researched and contacted patients for follow-up visits
· Detailed and consistent communication with doctors and nurses
· Answered calls promptly and efficiently for positive patient experience 
· Excellent written and interpersonal communication skills
· Provides strong attention to detail in an extremely fast-paced environment 
· Involved in various ad-hoc projects 


Medamorph - Louisville, CO 
September, 2013 – 2014

Accounting Clerk – September, 2013 – February, 2014
· Batched patient and insurance payments to be posted to patients accounts 
· Ordering, receiving and electronic invoicing
· Constant communication with vendors and doctors
· Monthly reconciliation reporting 
· Daily money management accounting
· Handled patient payments by cash, credit, check and electronic fund transfers 
· Handled all accounts payable for medical and office supplies   				
· Recorded all invoices along with proof of payments
· Distributed bi-weekly paychecks to all employee’s in various locations
· Daily recording and processing through QuickBooks


Walgreens Erie, CO
May, 2009 to September, 2013

Supervisor – August, 2012- September, 2013
· Trained new employees by providing knowledge of specific store tasks and policies
· Maintaining store staff by recruiting, selecting, orienting, and training employees 
· Investigated and resolved customer inquiries in a timely and empathetic manner 
· Cross-trained in all departments of the store and provided back-up for other customer service representatives when needed
· Maintained the stability and reputation of the store by complying with legal requirements
· Inventory management control
· Excellent customer interaction
· Daily handling of cash, credit and ACH/Checking 
· In-depth knowledge of the business while keeping up on fast-paced dynamically changing work environment
Photo Specialist – November, 2011-August, 2012
· Designed new product displays for merchandise resulting to increased sales
· Specialized in department for career growth within company
· Maintain in-depth knowledge of existing photo services and products 
· Provide exceptional customer service and prioritize orders   
Beauty Advisor – May, 2009-November, 2011
· Greeted customers when entering store.
· Handled customer inquiries for hair care, skin care and beauty products
· Excellent/positive team player
· Performed cashier duties as well as general office duties
· Daily detailed sales reporting
· Achieved daily sales goals 
· Organized store merchandise to promote visually appealing environment

Educational Background

2011 Erie High School Erie, CO
High School Diploma 
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