
                                                Carina Sanchez

368 W 17th St
Holland, Mi 49423
 (312)623-3230
Summary of Qualifications

An individual seeking a position that will promote, expand present experience, provide opportunities for growth and advancement. A flexible team player with excellent interpersonal skills; with strong customer service, and fully capable of completing any secretarial assignment.  Strong computer skills: Typing capability of 70 WPM, Internet knowledge, with proficiency in Microsoft Windows and 10-key Calculator.

Education 

Fennville High School                                         
    Fennville, MI                         2004-2006

American Correspondence School

    Chicago, IL 
                      2006-2010     

Employment 

February, 2010-April 2014

             DuPage County Health Department

Wheaton, Illinois

Customer Service Representative II
Responsibilities included: Screens for eligibility for programs or services; listens and responds to client’s concerns and questions in order to complete the intake process; gathers basic information from the caller including demographics to begin intake process; processes incoming and outgoing calls through the operations of a call distribution center; provides general information to County residents/clients in response to direct inquiries regarding services, locations and other matters, or refers questions to appropriate parties; compiles data on number of calls, follow-up calls, and source referrals for review by supervisor; schedules appointments; answers TDD calls; operates a personal computer; maintains confidentiality of privileged information and adheres to patient privacy laws; adheres to department guidelines for attendance and punctuality; maintains required training, licensure and/or certifications; shows sensitivity and understanding of other ethnic groups and cultures;  participates in emergency response activities as assigned.
February, 2008-January, 2010             

   Self Employed                         

 Chicago, Illinois

In Home Care Provider

Responsibilities included: Light housekeeping; prepare meals; participate in educational activities to increase self-esteem and socialization skills; assist in improving academic progress in various subjects and provide a safe environment for a child of 7 years old. 

November, 2007- February, 2008  


Mira Med Revenue Group                   
   Lombard, Illinois

Collections Professional

Responsibilities included: Answered in & outbound calls, faxed and Xeroxed; Billing procedures in accordance to established processes for various reimbursement sources. Reviewed billing for accuracy; Based on client eligibility completed all claim follow-ups including but not limited to collections and third-party follow-up; which included cash application procedures and transfer of outstanding balances to various reimbursement source. In addition to processing adjustments and write-offs according to established procedures; Maintained client billing files up-to-date; identified and resolves discrepancies in accordance with department standards.

November, 2006-August, 2007                      
Herman Miller                              Zeeland, Michigan

Machine operator                                                                  

Responsibilities included: Assembly line work, Orbital sanding on products manufactured by company, conducted inspections on bundling wood materials used for products, banding and making carts, Production trainer, quality inspections, loading and unloading products off the main line.

References upon request
Carina Sanchez

368 W 17th St
Holland, MI 49423
(312)623-3230

To Whom It May Concern:

I am interested in working for your organization. I have enclosed my resume as a first step in exploring the possibilities of employment with your company. 

I have considerable experience in customer service. I strive to provide quality in all aspects of my duties. Furthermore, I enjoy working with others, and I believe I will be able to make a positive contribution. 

I am excited about the possibility of working with a growing, innovative company. I have attached a copy of my resume for your consideration. I look forward to talking with you. 

Sincerely,

Carina Sanchez

