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Objective
	
	

	
	To secure a position as an Administrative Assistant by bringing my motivation, enthusiasm, and leadership to the business.


Experience
	
	

	January 2011-2014
	Receptionist,  Clinics of North Texas
As a receptionist I managed the daily schedule of a doctor, answered the telephone, communicated with other offices and pharmacies. I was responsible for maintaining patient accounts by obtaining, recording, and updating personal and financial information. I was also capable of taking copays from each patient and keeping an up to date insurance verification. I performed basic administrative jobs including filing paperwork, faxes, mail, and emails. 


Education
	
	

	2005-2009
	High School Diploma,  S.H Rider High School
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Mackenzie Robinson: 940-882-0922
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