‍India Brown
108 Saddleback Ridge Dr. (Apt D) Montgomery, AL 36117 | 205-460-0798 | indiabrown215@yahoo.com
Objective
Finishing college, receiving a BS degree in Pre-med/Biology and then attending University of Alabama Birmingham and receiving a PhD to start the path in becoming a neonatologist and later opening a day care for special need infants and toddlers
Education
 | Alabama State University | dec 2014
Major: Pre-Med Biology
Dean Scholarship Recipient 
 | Fairfield High Preparatory School | may 2010
Alabama High School Diploma with Advanced Academic Endorsements	
5 honor courses
6 AP courses
Related coursework: 
Skills & Abilities
Possess excellent communication skills and writing skills 
Excellent knowledge of computer software such as Microsoft Excel, Microsoft Word, Microsoft PowerPoint 
Ability to work in diverse working environments 
Organization skills 
Highly skilled in Internet browsing and email 
Excellent time management skills 
Interpersonal skills
Data Entry
Experience
DONOR Support TECH| MArch 2014-present
· Prepares donor booth and autopheresis machine for the pheresis process.
· Monitors the donor and the pheresis process, responds to specific alarms or signals that may occur during the process while maintaining awareness to any reaction a donor may have during or after the pheresis process.
· May be involved in daily calibration and troubleshooting of equipment, including resolution of out-of-spec results and equipment failures.
· Ensures the accurate and legible recording of patient data in charts, records and Donor Management System (DMS) as outlined in SOPs.
· Maintains clean and efficient work environment and ensure sufficient operating supplies are available as needed. Follow all Health Safety and Environment SOPs and OSHA policies and procedures and maintains confidentiality of all personnel, donor and center information.
Receptionist/Sales Associate | Everyshadeofpink’s BEauty Company | jan 2011-present
· Collect, count, and disburse money, do basic bookkeeping and complete banking transactions.
· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints.
· Answer telephones, direct calls and take messages.
· Compile, copy, sort, and file records of office activities, business transactions, and other activities
· Complete and mail bills, contracts, policies, invoices, or checks.
· Operate office machines, such as photocopiers and scanners, facsimile machines, voice mail systems and personal computers.

Receptionist | Patient care coordinator | apr 2007 to aug 2012
· Welcomes patients and visitors by greeting patients and visitors, in person or on the telephone; answering or referring inquiries.
· Optimizes patients' satisfaction, provider time, and treatment room utilization by scheduling appointments in person or by telephone.
· Keeps patient appointments on schedule by notifying provider of patient's arrival; reviewing service delivery compared to schedule; reminding provider of service delays.
· Comforts patients by anticipating patients' anxieties; answering patients' questions; maintaining the reception area.
· Ensures availability of treatment information by filing and retrieving patient records.
· Maintains patient accounts by obtaining, recording, and updating personal and financial information.
· Obtains revenue by recording and updating financial information; recording and collecting patient charges; controlling credit extended to patients; filing, collecting, and expediting third-party claims.
· Maintains business office inventory and equipment by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies; scheduling equipment service and repairs.
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