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Summary of Qualifications

Self-starter and multi-task professional with extensive experience in the music teaching and clerical services. Ability in administrative tasks and computer literate. Ability to work in an environment with minimum or no supervision besides being able to lead or guide others so as to accomplish a task in a manner desired. Fluent in three languages; in Spanish, English and Italian.
Objective
To make a good career as a professional in all administrative duties, by utilizing the administrative skills acquired by my previous work experience. Garner all the possible experience available and become the best employee I can be.
Professional Experience

Laboratorios Borinquen – Gurabo, Puerto Rico

2012 – 2013
Billing and Posting Clerk

· Responsible of performing medical bills for provided services from the laboratory.
· Checked patient’s eligibility from medical plan.

· Performed data entry records.

· Archived patient’s personal information and laboratory records.
· Assisted the nurses and provided information and instructions on patient’s laboratory tests procedures.

Micheo Music. Caguas, Puerto Rico
 2009 – 2012
Guitar/Bass Music Teacher
· Instructs students in music theory, harmony and sight-reading, music appreciation, and provides individual instrumental lessons using technical knowledge, aesthetic appreciation, and prescribed teaching techniques.
· Set up concert bands, rock bands and popular music ensembles.
· Provide aural training through the performance of music, talks, use of audiovisual equipment and practical music assignments.
· Instruct jazz and classical guitar at beginning through intermediate level.

Santander Financial. Guaynabo, Puerto Rico




     2007 – 2008

Collection analyst
· Responsible of collection of money.

· Make differed payments to existing clients.

· Performed data entry records.

· Managed and trained new employees for the collection division.
Avon Products. Caguas, Puerto Rico

2006 – 2007 

Clerk/Customer Service of Consultants.
· Assist consultants with their merchandise carriage procedures.

· Take consultants product orders by telephone. 

· Provided customer service in Puerto Rico and United States. 

· Inventory Control and performed data entry records.
Education
· 72 – approved semester credits in premedical studies.
· 3 semester credits in statistics with computer.
· 3 Semester credits in ‘Written Drafting’.
· Approved courses in basic psychology, political sciences, economics and advanced social sciences.
· Approved courses in Pre calculus I & II, calculus, general biology I and general chemistry I.
· 3 years of experience on univiersity laboratories. 
· Bachellor in music.
· 2.85 GPA.
Trainings 
· SAIL medical billing computer program.

· Knowledge in CPT codes for medical billing.

· Inmediata medical plan eligibility program.
· OSHA Safety Training.
· GMP, SOP, GLP training.
· As 400 platform programs.

· Wells Fargo UOM payment system.
· Knowledge in Microsoft Word, Power Point, Excel.

· Knowledge in Apple Leopard/Lion/Yosemite OS.
