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	GOAL:  I am a dedicated, responsible, hard working individual who strives to give my all to the job at hand.  I am seeking a position which could include, but is not limited to, my current office skills.  I would welcome additional training which may be required to learn any job available which must be performed by an intelligent, trustworthy, capable person.

Professional Accomplishments

	Medical Office Assistant/Clerk
Assisted physician/staff by receiving patients, verifying insurance, collecting payments, balancing daily office cash box, making daily bank deposits for the office.  Arranged required test procedures. Via various computer software, created patient files for all existing and new patients, accurately verifying and scanning documents into these files keeping current daily.  Managed multi-line telephone system making appointments, assisting patients, taking messages and relaying information to concerned parties.


	

	Medical Records Clerk/receptionist
Collected all patient tests, labs, and records and updated patient charts prior to appointment with physician.  Received and checked out patients.  Made appointments for patients by phone or in person.  Worked closely with other office personnel and patients maintaining a good rapport with all.


	

	Office Secretary
Operated a multi-line telephone system with constant public contacts, typed reports/correspondence, etc.  Greeted and transported clients to and from the airport, located representatives in the field and relayed messages.  Took minutes of office meetings transcribing and distributing same to all concerned.  Performed other general office duties.

	

	Front House Manager
Currently supervise approximately 10 restaurant employees ensuring proper attire, timeliness, and performance of duties.  Brief employees upon their arrival advising what is expected each shift and assisting all to ensure a smooth flow of operations.  Constantly interact with customers assuring that all are satisfied and assisting with any problems.  Close out and balance all cash registers and credit card machines at end of each shift and prepare bank deposits.  Responsible for securing all areas at the end of each shift.  Also, on a part-time basis, assist local event planner to prepare for special social events by decorating and making arrangements required to accommodate large crowds in a social setting.
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EMPLOYMENT HISTORY


	1/26/2015 to present

06/2014 to present

03/2011 to 01/09/2015
	Front House Manager

Part-Time Event Planner Asst

Med. Office Asst./Clerk


	Tamara’s Restaurant Group, Fairhope, AL
Tamara’s Restaurant Group, Fairhope, AL

Eastern Shore Internal Medicine, Fairhope, AL

	11/2000 to 03/2011
	Med. Records Clk./Receptionist
	Cardiology Associates, Fairhope, AL
 

	03/1986 to 06/1989

	Office Secretary


	Unisys Corp. , Kansas City, KS


	12/2006 to 12/2006
	Seasonal Pkg. Helper (temp.)
	United Parcel Service, Fairhope, AL



	Education

	09/1979 to 06/1981
02/1982 to 10/1982

Awards
Full gymnastics scholarship
College cheerleader (based on talent, character, leadership)
Voted most courteous
	General Studies
General Education

	Faulkner State Jr. College, Bay Minette, AL
Mobile College, Mobile, AL
 



	References are available upon request.



