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Work Experience


Receptionist

Park Clinic 
 
Iowa Park, TX

[bookmark: _GoBack]September 2013 to January 2014

Responsibilities 
Answer phones, data entry, scheduling , billing, Blue Cross Blue Shield ins claims, balancing end of day. 
 
Accomplishments 
Helped get caught up on insurance that was behind, helped book more patients and help bring in more money on accounts owed. 
 
Skills Used 
Customer service skills, knowledge of medical terminology.



Account Specialist/receptionist

Clinics of North Texas 
 
Wichita Falls, TX

February 2012 to January 2013
Answering phones, data entry, patient messages, calling pharmacy, making appointments filing, faxing and scanning documents in charts.



Two Year Old Teacher

Little World Learning Center 
Burkburnett,TX

June 2010 to July 2011

Teaching kids structure, made class schedules.



Sales Associate

Cells U More 
Wichita Falls, TX

March 2008 to February 2010

Data entry, answering phones, sales, customer service.




Education


Byers High School - 
Byers, TX

1998 to 2002
