LaVonda R Dixon


2280 S. Jasper Way Unit A, Aurora CO 80013

817-903-3609 * ladyelect38@gmail.com

Objective

To acquire a position with an opportunity for professional growth within a people oriented organization where advancement is based upon skills and contribution

Highlights

⌂ Self Motivator with the ability to demonstrate strong interpersonal skills

· Analytical skills include identifying and solving problems

· Extensive experience in Customer Service

· Effective communicator, able to act as a liaison between company and various organizations to achieve objectives

· Ability to work independently with little or no supervision

Experience

Denver Public School




Denver, CO 10/12- pres.

Kitchen Aide Worker II/ Kaleidoscope Team Leader

· Prepare meals

· Serve students

· Team builder activities

· Snack time

· Arts and Crafts

· Lesson plans
Home Care Doctors




Dallas, TX
09/08   Intake documents
· Verify insurance
· Name and Sort information
· Answer incoming calls
· Data processing
· Research information
Prima Care






Dallas, TX

Patient Rep

· Intake patient information

· Input & verify patient insurance date

· Scan patient documents

· Answer multi-line phone

· Research information regarding patient charting

· Discharge patient from center

· Posting billing information such as co-payment, deductibles, ex.
Home Depot





Dallas, TX

Order Writer

· Received custom orders from SVS work list

· Input basic labor charges for installation services in system

· Received calls from in store associates and process information accordingly

· Contact customers to complete orders for quote accuracy

· Contacted installers for additional charges if needed

ADT Security Services




Kansas City, MO

CSG/TAS Rep

· Answer incoming alarms

· Dispatch police for home or business

· Inbound TAS representative

· Assist customers with system problems and setup appointments with technicians 

· Intercept false signals and dispatch information to authorities as needed

Baylor/Our Children’s House



Dallas, TX

Unit Tech
· Bathed, dressed, and undressed patients

· Served and collected food trays and fed patients requiring assistance

· Transported  patients, using wheelchair and wheeled cart and assisted patients to walk

· Draped patients for examinations and treatments remaining with patients

· Turned and repositioned bedfast patients to prevent bedsores

· Changed linens, ran errands, directed visitors and answered telephones

· Recorded temperature, blood pressure, pulse and respiration rates, food and fluid intake and output, as directed

· Provided general medical care and treatment to patients in clinic, health center and public health agency

American Red Cross/AmeriCorps


Dallas, TX

Disaster Team Leader

· Assisted disaster preparedness officer in the preparation and monitoring of disaster plans and procedures

· Provided community awareness training

· Assisted families with disaster relief needs such as money, food clothing, and shelter replacement

· Responded to local and national disasters such as floods, tornadoes, ex.
· Answered incoming calls

· Maintained cases

· Organized community events including health fairs

Education

Tech Skills






Dallas, TX 07-08
Medical Transcriptions

Medical Billing/Coding

University of Phoenix/ Axia



Arlington, TX
Psychology
/Associates Degree


07/09-to04/12   
Dates:
Prima Care                     

 

10/07-present p.r.n

Home Care Doctors     


 
09/08-01/09

Home Depot


  

05/06-11/06
ADT          



  

08/05-03/06
Baylor/Our Children’s House   
 
04/02-06/05

American Red Cross/AmeriCorps
  
10/01-08/02





References

Melba Davis                        

469-643-9514
Zanthia Davis



214-469-5809
