                                                Jacquelyn Di Santi
                                         419 E Circle Hill Dr
                                    Arlington Heights IL. 60004
                                             (847) 682-1938

Experience:

NCH Medical group (Northwest Community Hospital)(09/2014-current)
Medical receptionist (Bilingual) 

Answer calls, take messages, transfer calls to appropriate person

File and fax any and all paperwork

Checked patients in and out and helped them with any needs or questions

Assist my co-workers with any help needed 

Organize and direct patients to the correct area of treatment

Verify insurance and eligibility

Help transfer patients in a wheelchair in and out of the building
American Health Center (04/2012-08/2014) 
Medical receptionist (Bilingual, Spanish)

Answer phone calls and schedule appointments in a professional manner

Assist patients in any questions they might have 

Transfer calls to the correct location 
File and fax paperwork

Assist my co-workers with anything they might need

Make charts and file them away as needed

Triage patients (Blood pressure, Pulse, Temp, Ect)

Target (01/2011- 01/2012)

Cashier Bilingual (Spanish)

Handling money

Answering customer’s questions in a professional pleasant manner

Making sure customers are satisfied with any needs in a professional manner

Restock store merchandise in a timely manner

Staples (03/2009-11/2010)

Cashier Bilingual 

Provided customer service in a professional manner

Handling money

Used fax and copy machine’s for customers as needed
Answering customer’s questions in a professional pleasant manner

Make sure customers are satisfied with any needs in a professional manner

Restock store merchandise in a timely manner

Medieval Times and Tournament (05/2007-10/2008)
Gift Shop sales clerk

In charge of making sure all items were stocked on shelves at all times

Increased merchandise sales by walking around arena showing products to customers

while dressed in medieval attire

Handled money 

Answered customer questions in a professional manner

Skills:

Computer knowledge of Word Excel, PowerPoint, Outlook, Advantx, Eclinical Works, Touchworks, Allscripts, Epic, cash register, calculator Medical Terminology, CNA Certified, CPR Certified Bilingual (Spanish)

Education:

Harper College, Palatine, IL. Associates of Arts Degree and Devry University getting my Bachelors in Health office Management
I am a friendly, outgoing person that loves to be around people. I am a great team player and go out of my way to help others. I love to work in a fast paced environment and help people out in any way that I can. I am self-motivated, determined, and work as hard as I can to do achieve my goal at the end of the day.
