Canvas E. Dotson
6942 S Kimbark Ave
Chicago IL 60637
773-621-4587
Canvasdotson@yahoo.com

QUALIFICATIONS: 
Accustomed to working in fast paced environments with the ability to think quickly and successfully handle difficult situations. 6 years of phone-based customer service experience. Manage and drive decisions in a high stress work environment.  Improve productive relationships, resolve complex issues while increasing customer loyalty.

EXPERIENCE: 
Vanguard West Suburban Medical Center, Oak Park IL
2012-2013
Dietitian Assistant-
Operate office equipment, communicate verbally and in writing to answer inquiries. Participate productively as member of a team. Utilize critical judgment of clerical functions of the department. Resolve difficult and unique customer questions and complaints, through resolution and closure. Responsible for appropriate record keeping, required reports, and ensuring related administrative functions are correct and maintained.  Complete complex tasks, assignments and define processes with some level of independence. 

 
University of Arkansas for Medical Sciences, Little Rock AR
2009-2011
Customer Service Representative-
Make and receive telephone calls, take messages, and route calls. Work well within a team and actively contribute to their success. Provide excellent representation of the company via telephone or electronic support. Customer advocate to help customers quickly resolves any issues.   Maintain confidentiality in the performance of all assigned duties. Calm angry callers, repair trust, locate resources for problem resolution and design best- option solutions.

Baptist Health Medical Center, Little Rock AR
2006-2009
Nutrition Assistant II-
Support management team members and perform all duties in a manner which promotes team concept and reflect the mission of the company.  Follow all applicable government regulations including HIPPA, display behavior which exemplifies employee code of conduct guidelines, and ensure staff adherence.  Maintain all information as confidential and privileged. Perform data entry functions. Answer inbound and intercom calls and relay information, complaints, or customer concerns. 

COMPUTER SKILLS:

* Microsoft Word, Excel, Access, Power Point, Outlook Express.
* Computrition
* Epic

EDUCATION:
University of Central Arkansas, 2008
Associate, Liberal Arts


