Kayla Northey
140 Casey Road
Sherburne, NY 13460
E-mail: knorthey12@gmail.com
Phone: 607-316-9137 (Cell)
Objective
· To obtain a position which enables me to best utilize my Administrative and Customer Service Skills.   

Professional Experience

UHS 										Oneonta, NY
Medical Receptionist							 08/2012 - 12/2013
· Welcomed and greeted over 100 patients and visitors per day
· Register new patients and update existing patient demographics by collecting detailed patient information including personal, health related  and financial information
· Facilitate patient flow by notifying the six providers of patients' arrival, being aware of delays, and communicating with patients and clinical staff
· Responds to patients', prospective patients, and visitor inquiries in a courteous and timely manner
· Keep medical office supplies adequately stocked by anticipating inventory needs, placing orders, and monitoring office equipment
· Answer the phone while maintaining a polite, consistent phone manner using proper telephone etiquette 
· Protect patient confidentiality by making sure protected health information is secured						  
· Responsible for keeping the reception area clean and organized

Professional Telecommunications					Syracuse, NY
Administrative Assistant							05/2011 - 08/2012 
· Manage Syracuse Branch 
· Cold call business to provide information and encourage them to utilize the staffing service
· Facilitate and arrange business development  meetings
· Resolve customer questions, complaints, and requests. 
· Interview potential candidates for employment at businesses
· Maintain employee and business records in a data base.  




Employment Stewarts Shop					Waterville, NY
Cashier/Customer Service					01/2008 - 11/2010 
· Served as a front line customer service representative in charge of working directly with the public and representing the company.
· Worked as a cashier directly responsible for handeling currency and ensuring accuracy of monetary transactions.
· Depended on to stay late and fill the responsibilities left vacant from other workers.
· Proved willing and able to adapt to fill additional roles for supervisors outside normal realm of responsibility such as stocking, inventory management and cleaning.  

Education 
Herkimer County Community College					08/2005-12/06	
Business Management Classes (completed three semesters)

Sherburne-Earlville High School 					2005	
High School Graduate
					
	

