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tcarrow73@gmail.com

SKILLS SUMMARY
Microsoft Word 			Quality Assurance		Customer Service			40 wpm
Excel				Inventory			Detail-minded 			Multitasking
PowerPoint			Accounting		Organized 				Hardworking
Access				Medical Terminology		Dependable			Prioritizing Tasks		
									
Education
Metro Business College			Arnold, MO				2009	
		Medical Secretary Diploma

Central High School			Park Hills, MO					1992
		Diploma
Work Experience
Advanced Pain Center				Farmington, MO				2013 – present
		Scheduler				
Greet patients and their families		
Schedule patients for follow up/procedures
Call and schedule patients for imaging					
Track and file imaging reports
Follow up with patients regarding imaging
Room patients when needed

Southeast Missouri Behavioral Health		Farmington, MO				2010-2013
		Clerical					
Greet clients and their families
Answer multi-phone line
Prepare and send out daily reports
Update state and company database
Scheduling appointments


Meet with clients to fill out intake paperwork
Verify Medicaid eligibility                    		
Fill out purchase orders
Filing


Drave’s Family Practice				Crystal City				2009	
		Medical Secretary Externship	
Filed, copied, faxed					Processed billing statements and insurance claims



Siegel Roberts Automotive			Farmington, MO				2006-2008
		Assembler				
Tracked monthly inventory
Assembled, inspected and packaged emblems
Prepared boxes for shipping


Wal-Mart 					Farmington, MO				1996-2003
		Pharmacy Tech				
Filled prescriptions
Stocked shelves
Handled purchase transactions
Performed over the counter merchandise ordering
Helped customers 
Performed OTC manager’s duties in her absence	




