GORDANA KOVACEVIC
6784 E. Cedar Ave. #B211
Denver, CO 80224
440-465-4474
gogic2008@gmail.com

OBJECTIVE
To obtain a challenging position in a fast-paced environment where my skills and experience can be utilized to their fullest potential.
WORK EXPERIENCE

April 2012 – July 2012			Scheduled patient appointments for physicians, maintained
National Jewish Health	communications with both patients and clinical staff, 
Scheduling Customer Service Rep.	regarding scheduling issues. Accurately collected all necessary patient demographic and insurance information.
Aug. 2008 – Dec. 2011	        		Scheduled appointments, answered phones, registered patients
Dermatology Partners 	        	verified insurance information etc.
Broadview Heights, OH			Collected payments, maintained record of collections and bills.
Receptionist/Office Assistant      	    	Assisted, relieved and covered duties of co-workers when
                                                           	needed.
    	Listened and resolved patient complaints.
   	Worked with EMR.
	Responsible of overall appearance, cleanliness and security of                 
      	office.
May 2006 – May 2011			Maintained an inventory of vacancies, reservations and room
Courtyard by Marriott			assignments. 
Middleburg Heights, OH			Registered arriving guests and assigned rooms.
Front Desk Clerk	Answered inquiries regarding hotel services and registration by letter, by telephone and in person, provided information about
	services available in the community and responded to guests’ complaints.
	Compiled and checked record sheets, guest accounts, receipts and vouchers using computerized or manual systems.
EDUCATION
Associate Degree of Applied Business: Hospitality Management – Lodging in Tourism Management.
Cuyahoga Community College, Cleveland OH
Graduated: Spring 2007
Received an Award of Recognition for demonstrating Outstanding Academic Achievement during Spring Semester, 2007
RELATED SKILLS
Proficient in foreign languages: Serbian, Bosnian and Croatian.
Communicate well with different personalities; serve guests and clients with warmth and diplomacy.
Knowledge of Microsoft Word, Excel, PowerPoint.
TECHNICAL SKILLS
Obtained ServSafe Certification by the National Restaurant Association Educational Foundation.
Obtained Hospitality Sales and Marketing Certification by Educational Institute of the American Hotel and Lodging Association.
Obtained Certified Dining Room Associate Certification by the Federation of Dining Room Professionals.




