Roby V. Sales
1321 W 8th St. Apt. 2 Upland, CA, 91786
Cell No.  (760) 447-3368
Email: valdezroby24@gmail.com

Professional Summary:
	Hardworking, dedicated professional with a winning attitude and focused on setting high expectations and raising service standards.

Summary of Skills:
· Experience of working in a medical office setting
· Pleasing personality, helping nature, and professional attitude
· Superior coordination, customer service, and computer skills
· High patience with multi-tasking and problem-solving skills
· Skilled in data entry, managing, and accessing information from the server

Professional Experience:
Cashier
February 2015 to June 2015
Pho Kobe – Hesperia, CA
· Knowledge of basic arithmetic
· Skill in handling and counting money
· Skill in communication with public

Office Intake
September 2014 – January 2015
RC Home Healthcare Inc. – Upland, CA
· Skilled in using standard office equipment such as telephones, computers, copiers, fax machines and others.
· Assess e-mails and incoming telephone calls and refer callers and provide the required responses to the concerned staff members.
· Verify Medicare Eligibility

Education and Training:
Vocational Degree : Healthcare 2007
North Luzon Philippines State College – Candon, Ilocos Sur Philippines

References:
Rizalina M. Tadic
(760) 900-8242
Owner (Pho Kobe)

Percida Canlas, RN
(626) 495 3952
Director (RC Home Healthcare Inc.)


	I hereby declare that the information shared above is correct and can be supported with adequate documents if required.


Yours truly,
Roby V. Sales
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