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Objective
To provide administrative, research, and/or clerical support utilizing my work experience and education. 


				Education
Medical University of SC						Charleston, South Carolina
Research Coordinator Certificate					August 2004

Louisiana State University						Baton Rouge, Louisiana
Postgraduate Coursework						August 1996 - May 1998

Radford University							Radford, Virginia
M.S., Audiology								August 1993 - July 1996

George Washington University						Washington, DC
B.A., Speech and Hearing Science					August 1987 - May 1990


				Professional Experience

Advantage Personnel - XPO Logistics, Emerald Warehouse		Port Allen, Louisiana
Customer Service Representative					September 2015 – October 2015
Entering data for inbound shipments using computer software, adjusting and editing inventory with attention to detail and under tight deadlines.  Assisting customers directly by scheduling outbound shipments at XPO warehouses.  Also, scanning and faxing interdepartmental correspondence and documents.  
                    
Frazee Recruiting Consultants, Inc.- Starmount Life Insurance Company      Baton Rouge, Louisiana
Imaging Clerk									   February 2015 - June 2015
Indexing scanned health insurance claim forms stored on various local, network and cloud storage devices.  Also, editing scanned claims in various queues, including members, vendors, practice offices and providers.      
					
Public Awareness, Inc.						Baton Rouge, Louisiana
Customer Service Representative					July 2014 - December 2014
Professional fundraiser serving non-profit organizations nationwide including Breast Cancer Awareness organizations and Kids Wish Network.  Securing commitments of participation or donation from individuals or corporate donors. Identifying and building relationships with potential donors. Explaining the tax advantages of contributions to potential donors. 	

Baton Rouge City Police						Baton Rouge, Louisiana
Clerical Specialist							November  2006 - November 2013
Assisting the general public, officers and various insurance companies in the office, by telephone and fax to locate and obtain traffic accident reports. Researching traffic accidents utilizing the BR Police Department ADSI system and located driver/witness statements to determine report costs. Locating report numbers, prices and availability of reports. Utilizing the ADSI system to locate recent reports (after June 2010) and the Traffic Database to locate reports prior to year 2010. Inspecting all reports for errors before releasing documents. Printing reports, and copy statements and other attachments for customer requests and file statements back to correct folders. Entering data from traffic tickets (moving violations, accidents and parking) before submitting tickets to City Court. Utilizing Paperflow Program to scan, index, research and retrieve imaged documents. 

Snelling Personnel - The Bone & Joint Clinic				Baton Rouge, Louisiana
Medical Office Clerk							March 2006 - August 2006
Typing and processing medical records, documents, charts and forms for an orthopedic surgery center.  Organizing, copying, and collating on final form; medical facility policy and procedure manuals for hospital staff and board members. 

American Mortgage & Investment					N. Charleston, South Carolina
Secretary								August 2005 - January 2006
Providing administrative support for a real estate/mortgage broker. Certified Notary Public. Typing and notarizing contracts for sale, deeds, and other public documents.  Research and recorded customer tax and payment amounts. Processing reports, memos and correspondence for mailing. Organizing and filing client records and maintaining office accounts and supplies. 

Alternative Staffing, Inc .- Medical University of S.C. 		N. Charleston, South Carolina
Administrative Specialist						October 2004 - February 2005
Acting as administrative specialist for the Medical University of South Carolina Plastic and Reconstruction Surgery Department. Greeting patients, receiving incoming telephone calls and assisting medical staff with scheduling of patient appointments. Researching patient database to assist physicians and medical support staff with billing, medical records requests, and other correspondence for mailing. Imaging all medical record and organizing patient charts. Maintaining adequate medical office supplies. 

Bank One, N.A.								Baton Rouge, Louisiana
Operation Specialist							November 1998 - December 2003
Responding to customer inquiries and determining appropriate response. Researching database to determine customer account status. Referencing bank organizational structure to identify departmental responsibility. Processing customer certifications and other correspondence. Preparing documents for imaging and handling business customer inquiries for 1099 tax statements. Investigating and resolving research and adjustment inquiries within the bank's practices and procedures. Received Employee of the Month and Perfect Attendance awards. 


				Professional Strengths

- Thirteen years experience as a clerical specialist in both federal and state operated programs.  
- Four years experience in a medical setting with an emphasis on audiology. 
- Extensive computer knowledge to include Microsoft Suite, Excel and PowerPoint, ADSI System,       
   IDX and BTC databases. 
- Experience in research and data analysis. 


 


References are available upon request.
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